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b4

How are you going to use your job skills after you finish
“school? N

. . R PR : . g
Have you eVer thought about. starting your own guard service?

N

This module describes people who have started and managed
guard services. It gives you an idea of what they do and
some of the special skills they need. . i 1 >
You will read about °
planning a guard serviée
-~ choosing a- loéation
getting moneygto start
being in charge. e L
organizing the work o . T A
getting prices , o .
advertising and selling
keeping financial récords N
keeping your guard service successful

,You will also have a chance to practice some of - the things ‘e
that, guard service owners do. °

<
~

Then you will have a better idea of whether a career as a
_guard service owner is for you.
, -

-~

o
v

Before yeu study this module, you may want to read . -
Module 1, Getting Down to Business: What's It All About?

v - .
e . . -

' When you finish this module, you might want to' read
Module, 28, Getting Down to Business: Pest Control--
Servite} . . h
' Module 29, Getting Down to Business:’ Energy
Specialist Services
_® .- -
These modules are related to other businesses in the
technical field. ) . ,/
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UNIT 1 . - ) : e
Planning a Guard Service
) AY

.

.

To .help you plan your guard service.
Describe the services, customers, and 4

7
L

Objective 1:- s
competition of ‘a guard service.
List three personal qualities a guard

Objective 2:
service owner might have. .
List two ways to help your service
from its competitiqn. ’

Objective 3:
List two special legal requirements

stand out

Obgective 4:
for running a guard service.
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STACEY SAKURA PLANS A GUARD SERVICE i

- .
- - -
o .o -

- ——

Stac:yigakurﬁ’nantg to start a guard service. She
studied ice science in high school and has been a police
officer for three years, ‘At night she studies business at

—a community college. She thinks many homes and businesses
_need hore protection than the police can provide. -

Stacey decides she will only serve homes-at first. She -

. will offer a 24-hour. car patrol.. If customers call.the
emergency number, a car will be at their home right away.
; Stacey figures her most 1likely customers are in upper-class
‘| " neighborhoods with expetsive homes. . '

-~

. B . ‘
Next Stacey, asks herself: "Do I have what it takes to
run a guard service? I have a lot of energy and want to be
.my own.boss. As™a police officer, I'm proud to help keep
ny community safe. I'm 'on my toes in tense situations.

I don't panic’in emergencies, I deftnitely think this
busines& is right for me'" ‘

-

L4
' .

She looks up "Guards'

tion. She decides to offer a -special service at no extra
charge.- Officers will make “check=-in"” stops at homes where
+children age left with a babysitter at night.

Stacey 8 next step is a' visit to her state licensing
agency. She askes what the legal requirements are for.run-—
ning a guard service. She learns that her state requires a
business opera*or's.licence and a special police license.
There are -also laws for car appearance and officer train-
ing. Stacey makes sure she understands how to meet all the
requirements. Then she talks,with a business insurance
agent to find out, what insurance she needs. Stacey thinks

.all this planning will'get her service off to a good start.

in the Yellow Pages and sees two
businesses listed. .So- Stacey knows she will have competi-f

| .

<

AL .
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Planning-a Guard: Sexvice _~ * v

’
.

N » N »
0 ce . .
T ¥
-

There are many), n'feny 'small bu'sineoses in 'Amex"‘ica.' Small businesses
can have as' few as one -worker (the owner) or as many as four workers. A
ahall businéss owner is ' self-employed. " Often a‘wﬁole family works
'etogether in a small business.. - ] - . -

. .
(3. “ , ‘e
) .

*There are four main things Stacey does when she starts. planning her
/ guard service. She decides what her services, custoners, and competition
will ‘be. She decides she has the right personal qualities to run a guard
service. She decides Jo offer, a special service so she can compete well.
She learns ‘about legal. requirements for running her serv{ce. Theznext
few pages te11 .you more about, these thinss. A

[ . ’ ' : N !

- * -

Seivicés, Customers, Competition - T

]

E

An 1mportant ﬁianning step is to decide'what services you will offer,
who your custdmers will be, and'what your competition offers.

. hd rd

'Y . “‘ . .

Qervices. A guard service serves homes or other. businesges. Other
businesses include stores, offices, and -factories, The main service. is
+ - to- patrol the neighborhood or buildins, by car or on fdot. Some guard
services own of ren; guard dogs, egpecially for patrols in big buildings.

. custoners call ‘in an emergancy. Later you will read about special"‘

* -

-services your business could offet.

~
4 - » L

. Customers. Peoﬁle‘with expensive homes in uppet-clges neiﬁhborhoods.

are'lfkelf customers. They can afford to pay for the proteetion.they

.7 wvant. Many upper-middle-class honeowners can also afford drive~by patrol

/rierviceo, Your Chamber of Couperce can teIl you which neighborhoods in

. AU

»
. - 2
. .

Host guard, services say they can be "on the spot” beforetthe police when .

b3
. .

0w




your area are upper- or upper-middle class. ‘Your-city'blanning depart-

ment cén also help.
- £

!

you patrol homes. ot

Competition.

read more about éﬁecial

-, B :

Personal Qualities. o

v -

"Stacey asks herself if she
§ervice."

business.
~

right for her business.

LY -

,’

EY

_‘? Desire to probect peoplet

community'safe.

-

.
»

e

services later. e

. -

Alearn move,. call and ask about their services and prices.

glives. them'instant conpunicatiop with their patrol cars."':

offer. special services that give them a competitive edge.”

tors will_Probably own or lease mobile radio-telephone equipment.

Mosl: large’ businesses ha& their own security guards. Small busi-

There is & lot of competition in the guv>vd business.
ﬁike Stacey, you can look up ybur competition in the Yellow Pages. To -
Your cqmpeti-
That

Mapy patrols

You will

"has what it tgkes” to run a guard

You know she has police experience,

She feels good about helping to keep her -

£

»

v

’

AN

-

She is.also studying‘

Below are listed sbme.of her personal qualities that, seem

L1

L4

.

¢
. -
. . .

v -

) Community spirit.'

Alertness. She is "on her

-

.

toes”

in tense situations.

-~

-

~

She is proud to setve her community.

A "cool head."

- —

. She does .not panic'in emergencies..
R

'nesses might be a source of customers, especially in,neighborhoods where _

-~

\-

.

" To attract homeowners as customers, the owner and staff of a guard

service should want to be neighborhood protectors and friends. They e

Rl
T e —— e

should, also be able to act quickly and calmly in eméergencies.

-

T d
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How to Compete Well

- ~ (9

-

'Stacey Qecides to offer a/special service when children are left with

) . . ¥y
a babysitter. She hopes this will help hér "stand out” from her compe~ *

e

tition. Beicw.are several wﬁys you can give your guard service an "edge”

over your-competition:

-
MR

- .

New services. Offer new services your competitors do not provide.

ﬁere are examples: ® ’ '
° IHousesittigg while customers are on vacation. Patrol off_ :ers
’ . will make the house look lived-in. They will turn liglts on
- ‘ and off and bring in mail and newspapers. They will check door ‘

and window locks. One business even puts garbage oﬁt for

_pick-up! You can also offer to water plants and feed pets.
s © 4Qecia1 evenrs protection for, conventions, meetings, private L
. parties, school and church events; fairs, and other community.
- . happenings. - Make this.your main service, and aim your saies

pitch” at community groups and businesses.

. o - R
3

) o~ %

" Special serrices. Offer "speciél" services in addition to your

*

xegular patrol. Bere are examples: T

° Babysitter "check-in"”, which Stacey plans-to offer. ‘

. .o Escort for customers who want officers to meet them at their
» o s s nt of. 0 mee ,}L/w”“*‘

o

drivewags and escort tﬂem~1pside after ii;e:gight/eﬁggéements.
o K-9 patrol for'busihesses, if you own or-Tease guard cogs. - -

. 1
.

§geci;1 business image. e a business image that will stand out

Fo

- in' people's minds. - %ample, Fretend your seryice will be a neighbor-

hood car patro Give your service‘a "catchy" name and emblem. To look
- professid’/I; paint your cars the same color. Have }odr patrol officers
///,//ve;r'neat, clean uniforms that look differént “from police uniforms. This
way, people will remember them., Hire friendly people who have a lot of
energy. Tell tbem to talk with people in, the neighborhood while “they -
patrol. Doing these ‘things will build up yolr image of a professional,

friendly “"good-neighbor"” patrol service. .. 7

-
~.

—




quirements . T . .

. Contact your stace licénsing agency to learn the state laws for
_— B statting yo?r service. Most states requite a busincss opetatot s )
license. Thcy also require a special police licensc for a- pattol ser;-
.,'5 . y@ce- Heteiie a list of other things the:state will probably require.
: @ a-"plitrol” license for each of your officet;; .
. e a we%pon'bermic a;d tegisttation for each of . your bfficers; ‘.
- e Red Ctoss certification for your officers if their cars carry .
. “ fitst\aid kits; o ' , -
. i ) pow&cs of arrest” coutse‘for each officet; who must ‘carry that
- -permit.while on duty; and o
L . o ‘afirearms course ‘for each officef“‘who must also catty that
.:' S \ésermit while ‘on duty. . ' . -
r' o There aré also state laws for how }our patrol cars c;n look and what
. equipment they:must\catry. " N ’
- You will reed Ed ;ogute your cars and have your offic?rs bonded. -

Provided

-

Talk with a reliable business insurance broker about four jnsurance

ecds. ‘Insurance, expenses are high in this businessc' One large patrol

service spends $ll out of™ in sale$ on insurancé:

"It takes c lo;.of planniog to éeﬁva business off to a good staft.‘
You riow know soﬁe of the things to think dbout in planning a guard

«
-

seryice. - , e

\®

PR
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Individual Activities . N

4. Think.of a "catchy”. name for. Your ‘guard service.

i * .LP , /
o .

1. Pretend’ that your service will patrol homes and businesses- Look up
“Guards” in the Yellow Pages of your phone book. Decide which busi~

Call one

’

nesses listed thete would probably be ompetition for you.

or more and ask what services they provide.

- , -
2. Do. you have the right personal qualities to run a guard sérvice? Put

N -

a check by each quality you think you have:
desire to proteet people

community spirit

alertness

{ l,l*

a "cool head” o

3. Think of a special guard service you think people in your area
would 1like. An example would be Stacey's babysitter "check~in".
Write down what the special service would be, and why you think

_people would like it.A_ ) e ' .

S . -

Write it down.
Most states
won't lef you use star-shaped badges. - e

Draw sn emblem for your cars ‘and your officers' badges.

-

i

5. Call yodr state licensing agency. Ask what the legal requirements

are for : nning a'guard service. Make a list of the requirements.

-
.

Ask questions about any_ you do not undetstand. ~.

i

\

»
- ,

et .
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Discussion Questions ’ s

. . *"‘ ) ‘ / ‘
1. What ‘needs do the services of a guard service eet? Do you think

. those needs exist in your area? Why or why i 36t3 . e

e - , ] ; . -
/
M\ - =

. r
2. th do you think Stacey decided her service will only serve homes at

first? -Do you-think that is.a good ecision for her service? Why or

~ why not?

3. nb you thiak Stacey is doing 'a géod job of planning her service? Why
_ or why not? "What parts of her/plan do you tpink are strong or weak? )
th? . R ’ i - . - L .Y

.
I

- . Group Activity : : : ‘ Ea ’ e

- List questions to ask ghard éervice_owners about how they planned(
their services. For example: L "Why did you decide™po start a gsard ser—
vice? What did*you do o plan it? What services do you offer? What

..custé@ers do you serve? What is your competition like?” Those are just

‘a few questions to get you started. You can grobably think of many more.

- hd -

; e
- Invite guard serﬁicelowners to visit your class. Ask them.your

questions. Do the.ownersigil have the same answers to the questions?’ If

‘noy, how aré the answers different? ‘Why do you think the answers are -

R H
.different?” . .

~
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STACEY PICKS A LOCATION
o2 o . - . %

J— \

v
.«

Stacey decides she is ready to pick a location for her
service. First she visits a new shopping center with
_ office space for rent. Many people would see her office
- when they shopped. But the shopping center is ot fear any
homes. So Stacey decides against it.

Next she looks at newspaper ads of offices for rent.
Her second viait ig to an office that advertises "the ~\_
cheapest rent in town.” It turns out to be in a run-down .
area where several stores have gone out of business.
Stacey decides just to visit offices with addresses near
neighborhoods 'where she plans to attract customers.

i M *

- - Stacey has already decided her office neeHs at least

two rooms.

One will be the communications center,” with

radio~te1ephone equipment.

The other will be her private

office.

She also wants a locked storage area £6r weapons

°

. . and amunit:ion.
\\ ) The thi rd place -Stacey visits-is in a business district
near an upper-class neighborhood. There are a3 camera
store, a jewelry, store, and other,small shops. The office
she looks at has three small rooms, with several -parking
spaces béhind the building. The building is not new,. but
it {s in good condition. The rent is not cheap, but Stacey
decides she csn'pay it Lo - N

- N N

&
.

Stacey visits several other offices in the same area.

DECE o -

& They are all bigger than the third place she saw.

They

also are much more expensive.

She decides to rent the

‘third office she visited.

Py

Poy
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There are sevetai things to think about when you choose a location . //’\\\

<4 @ What 1s the area like? : ' oo . .,q\ I
o 1Is there enough space to run my business? & . N
e 1s the building in good conditidn? o
@ Can I afford the rent? . i . A >
Read on to 1eatn more about each question.‘ ' ! . »
- v‘
. -~ . \\
~ : : 2,
L S _ . £
" Customers Nearby - e . . - T e

,near any hones.h Stacey d@akes ‘that decision for three teasons- ——

N

—

for your setvice. Stacey ptobably made a list of ques:ions she was askjng =
herself about each place. Here 1is what her liat might have looked like, -

o Are there enough cugtomers neatby? Lo

Sracey is right that many shoppers would see an office in a new shop-

ping center.-‘But*she decides. againat that location becauae it is not

g To support het setvice, she figntea that she need 125 ‘homes on i
het patrol toute.“ She wants customers to think of her business

B ;' as a neighborhood ftiend.‘: So she wants to be a part of the ‘ .
neighborhood whete her custometa live. ’ »
- 2. Her customets will want help right away 'in an emergency. Her \ C e

service should be nﬁ;t where customers live. Then she can send
: ex;ta cars from ' headqngrtets v‘qnick.l,y
3. éasoline has become véry expensive. Het patrol cars won t use as }
much gasoline 1f her business is close ﬁo the patrol toute. ‘ -

L] . ) ) ) . .




Area 0 . .
, R LTt Y
,;’;\l_ * . The second -place Stacey looks at is in a run*down@part of town. She
g@ ‘ figures that her customers probably won t visit her office often. 'But

image.

haL*

the location is not good for her business She does not want

i

customers to. think her business is run-down! C
- N 0 . - \

\ . . N - ‘
. »

| Ve it

That

Stacey knows

+ "Also, several‘stores have gone out of, business in that area.

. tells Stacey that it may not be a good area for businesses.
. many businesses fail. But she wants to start hers in a place where

others are doing well. . x

:
. - - .
‘e s . A 4 TR :
: ~ P . A e . .
A3

Qtacey picks a location close to homes and businesses.

service qill‘only patrol homes. But she hopes\lo expand someday and

patrol businesses, too. ‘S0, the small shops near ‘hér office may be custo-

mers someday. A location close to both homes and businesses is a good

choiee for a guard services oo . T o -

v ) - v
. . .
~

. ’ - A S P . .

g-“‘lbj N ' ‘ - .

i ~ - (4 - s o

[ ~ LY i -
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% P : . .-

af? ) ’ ! ot *

¢ A 400- to 600-square~foot office is large enough to start your ser-

2 .

- vice. Stacey’ decides she needs at 1east two rooms in her office. You
will probably need at least two rooms for your guard service, too. Like

7/\» - Stacey, you.will need room for your radio-telephone equipments~ You will

*.w'alsoeneed an office for yourself. ¥ou can work on the business records.

in your office. You can also talk with customers there, in person or on

‘the phone. You may also want a room where your officers can "relax”

_'betﬁegn shifts- You can'lock up ‘weapons and ‘ammunition in the officers'

. _; . -
. . .

“room or in your office.

y

Building ~ .- - R _ - o
. = oo y H
e Choose a,buildiné that is in good condition. You want yOur service

to look btofessionalo Also, you don't want to have to worty about

At £irst her |

B . . - ’
. «
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" i

proti_le{hsws\'xchla_s plumbing and electricity. The-building does not have to

,(’ ‘L be brand new to be in good conditions ' . : o “*’ :
- o 'g ) ..
u . ' Remt “ X -
. o
If yqu locate in a middle- to upper-class area, your rent probably e
. won't be-cheap. Check geveral offices in the area to see what is the -
average rent. Then decide if you can afiford it. Keep in mind that you
X won't need expensive office decorations. After all, few customers will
. " -visit there. oL ’ S /' _ .
c ' T e T ' — T o
‘, A - _— , |
r ° " / { N +
j" . Sy \ N ’ s .
: - Summary - . ‘ . . .
‘ N "
| S . p . Cod ,
When you plek a iocation for your guard service, ask yourself these . R
o questions. R E .‘_':.'.' , x . oo \ L
Al ‘s 1Is 1,1: near my customers? . - RN o . R
) e °Will the area helpgmy business, image"? _\‘ ‘ o .
! ® 'Is there enough space? . . C ‘ - L .
' ® Is‘ the building in good condigion? S Sl .
5 ° Can 1 pay the rent? . . S ]
: - - ' “ ' . ot S
: - 1f you answer "yes" to all the: questions, it is probably a good location. o
| . - . ’ s o eV
E - R * . ;&?; .
‘! — t ' » ,, .
| - - — ¢ .
Rl Ld ll ’ > . . / - ._{;9
r ’ 4. g ) -
.' “« - ; . ‘1
. Y- , »’i
h f
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Individual Acti 1fies‘,

1.

. .
*mente.

-
Y
., °

det-a .city map from your Chamber of Commerce or city planning depart-

Find a eighbo:hood that is upper class or upper-middle class.

.Visit the neighborhoad.f’Figure out how many streets you would have

2.

‘3.

to patrol if you ?eeded 125 homes on your route. Keep. in mind that

you prOSablyiwon'f\get every home as a customer.

"no-sales.” °

\
A

?

So leave space for
\ -

' business,couxhiafford‘

~ "

d N

.- - ~ oo

Ebtimate,how many mi;es one car would drive during'a 24~hour patro}

of the area.

- - B ~ - ’

¢

Look up qgwspaper ‘ads for offices to rent. “ See how many‘are nearklv/’

.neighborhoods where a guard service might fjnd ‘customers.

‘Find out the npmbér of square feet for each. For thosé with 400 to

600 square quf, find oht the rent; Decidg if comeone starting a

L]

e rent.

o

If you can, visit the offices.

telephone equipment and-a private pfficg.

See if_ﬁhéy have space for radio-

Also decide if ‘the buif&-

.

ing is in good condition.

-

-Find a part of.town that youifbink is a good location for a guard

service.

describé what the homes and bgsineéges look like.

:whgt the businesses are.

»

Write down a deéc:ipt;on of the area.

For exampile,

Also write down

Or drav a picture of the area.

v

Report to the class about the location you picked- Describe it. Say

why you think it is a good location for a guard service.

%
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”the area is like, the building condition, and other thinbs ‘that describe
- the loci\ion. Or draw a picture of the area. Report on th§e locations, to )
" the 'ass before the owners visit: - L : . .

- . - :

4. Look up the addresses of guard se‘rvices in the— Yellow Pages. Visit

one or more. Decide if you think they are in good locations. . ‘ .
5.. Interview one or more guardoservice owners. Ask'them why'they pict:d

the locations they did. Ask them if they are satisfied with.their’

‘locations. Why; or why not?- ’ .

Discussion Questions . ) . a
- g ‘ .

l. Do you think Stacey picked a good location for her service? Why, or.

why not? , 2 .
oo ‘ T ) ’

2. Pretend the shoppi’ng_center,‘Stacey looked at first was'in an ‘upper- i
class neiéhborho'od. Would that be a good locati\on for her service? .
Why-,_‘or why not? A ’

3. Doégou thi‘nk that your service location can help make a good impres- "’ .
sion on customers? why, or. why not? What things about the location .. ‘

, would make a good impression? A bad impression?

Croup_Activiy . — : : .

o . b - N
Invite one or more guard service owners to visit your class. When
you invite them, ask where their services are located. Visit each loca-

tion before théir visit. Go alone 6r with a classrate. Write down what

? .
When the /owners visit, ask them why they picked the locations they
did. As questions such ,as the following. . -

o' Are your customers nearby? If not, how far sway are they? .

¢ -Is gasoline a big part of your monthly expenses?

22 . "}

20
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-
g

e -How-much space.do you have in your pffice? How 13(1: divided
up? “How much. space does your gadio-téieﬁhone equipment take up?
e Is rent a big part of your monthly eXpeuses?

e How often do customers visit the office? Can you tell what they
think of the location? ) .

* Your c;ass can ptobably think >f many more quesEic15 to ask. )

After the owners leave your class, decide which locations your class
thinks are good ones,-and Jwhy. - o

i -

i - ]

iy

3

e e e e e

s

W .

.y




[ ::\ * ) -
. j "% K . ; Qe L]
¢ .
. ¥ UNIT 3 - -
: R , :
. - * .
14 £y

c s . - N ¥ . -

Getting Money to Start . ’ o
. ' ¢ . ‘.-' .
\ - . .

Goal: . To help you plan how to borrow money,to start your
service. ) ‘ : ~~

B ) i * _ _ . 4
; ‘: . . ) i . . . i L}
I o . Objective 1: Write a business description of 2
! your service. . .
l . . , .
o Pbjective 2: Fill out a form -showing how much .
’
. money you need to borrow to start your services < L
ot j - ' . ’ . B ‘
T ) [ ‘ . * . ’ '
Taks : N - ¢
i, we . . ‘.
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-»work, and finanges.

v
- .l/

STACEY APPLIES FOR A LOAN - ..

. 4 - K
Stacey decides\to figure out if she: has enough money

to start her guard service. She adds up everything she

needs to'pdy for to start it. The total comés to $10,000.

Stacey has 37,000 in hér savings account. So she needs
$3,000 more. ‘None of her friends or relatives. can lend her -

that much. . e .

- -

Stacey decides to apply ‘for a $3, 000 loan from her

bank. She asks the bank's loan officer what she must do to
apply. She‘leatnshyer bank requires two’kinds of “informa-
tion. One is personal information, such as her education,

‘For ‘that, Stacey. will.complete a
résumé and a bank form about her finances. .

'! R
T The other kind of 1nformation the bank ‘needs 1s about
her business plans.™ That includes two parts: 1) a busi-
nsss description and 2) a statement of financial need. The
loan_officer explains to her what the bank needs to know.
The ihatement of financial need is a lot like what Stacey
did when figuting her sta;:‘up costs. "It must - show her
start-up costs, how much money she has now, and how much
more she needs. . !

The business description must te11 the bank
about Stacey's plan for her guard service. She needs to
aescribe exactly what her service will be and how she will
run it. Stacey knows she has all that information "in her -
head.” Now she needs to organize it and write it dowm.

Stacey thinks to herself, “I'm excited-about starting
my guard- service, and I think it's a good 'business risk.'
I hope the bank will think so, too!" _She meets with the
bank's loan officer again when all her information is
ready. He" says her‘information is clear and cqmplete. He
asks if she will have money problems if gasoline prices
keep rising. Stacey points out that she plans to use
small, gas-efficient patrol cars. Also, her estimate of
start-up gas costs is "high,"” to allow ‘for price rises.
The loan officer smiles and says, You've planned well.
Congratulations--your loan is approved!”

3 . . ’
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- Getting Money to Start
. : Voo .
When Stacey applies for a loan, the bank wants information about
1) her and 2) her business plans. If you apply for a loan, tﬁe-bank will
need information about you and” your business planf. Youécan starﬁ now: to’
" keep ‘a 1list of your education, work, and finances That will help.you . ﬁ‘
provide the information about youe ’ oL \\ . ’f‘,.“ s -
. A e
- . ‘ ‘:% c } .1_‘; . \ ST b
ING ”~
For her business plans, Stacey 8 bank needs her L? business descrip*‘
tion and 2) statement of financiaI need. Read on.to learn how Stacey
‘ prepares those two things. - ) : e ) . o
. [
Busigess Description . T, AP
Stacey's bank wants to know exactly what Stacey 8 business W be and
~———how she will rui it. Her business description must show that she has‘made
complete plans. It must be organized and clear. Remember, she has to
"sell” the bank on her idea. . ' - .
) ., . .
Stacey s bank requircs five kinds of- information in the business
description. :
e Kind of business. Exactly what kind ‘of business 18'1t? What
services will it offer? How will it-be run?
® Location. Where will it be 1ocated, and why? ;
o Competition. What is the Competition 1ike? ] )
e Customers. Who will her customers be?
e Prlans for success. How does Stacey plan to make her service )
"stand out”? . - ]
Read on to see how Stacey's business.description covers the five kinds of
_information. , > i .
CC 26 R S~
a 7’ " . ~ 7‘ ' - i . [
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P ~Its name will be"Neighhorhood’?atrol.'

~ patrol service to homeowners; I will be the

‘Kind of businesgs. Stacey writes:

I3

et

LI

.
[

"I plan to start a gnard service.
"It will offer a 24~hour car

sole owner.

-~

"There-will be ten full-time employees, including me. §ix will be car

V,gpatrol’officers, two for each 8-hour. shift.

- in the protectiVe services. 1 plan to lease

efficient cars for patrol.

5 e ' {‘ z_' ' . ""

They will all have experience

three low-mainténance, gas-

-

"I will also hire three trained operators of radio-telephone equip-
ment, one for each shift. I will hire qualified part-time staff for
weekends. I am qualified to fill in for staff as needed. I will always_

.be on call for emergencies. -

.
* S
-

.

Y -

Location. Stacey writes.
St-, in an area with other small businesses-

neighhorhoou where I plan to serve customers.

.

-~
ts

"I plan to locate the service at 23 Pine

The location is near the

I can rent an office there

'for $500 per month on a yearly lease. The office ierOO square feet, with
;room‘for radio-telephone equipment. The building is in good'condition,é

with parking spaces'behind."-

-

Stacey writes: There are two other guard services in

Competition-
towne. Neither one is near my location. - .

, . . ~
».,
RS .

" Customers. Stacey writes: "I.plan to attract customers in the upper-

class,neighborhood near my location. I estimate that I need 100 customers

‘to make a prof it ay £irst year. I have already talked with homeowners who

said they would use my service. '

.
- h .

. Plans for success. Stacey writes: "The business image will be an

A Y

energetic, friendly neighborhood patrol. I plan to.offer a special 'bLaby-~

sitter check-in' service at no egtra charge. éfficé:s will stop at 'homes

‘where there is a babygitters Many of my potential customers have chil-

dren- .This special service will add to their peace of mind.' Neither of
my competitors offers this service. . e )
o " . ‘\N\
- ~— . \
. .

-

’
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StatqgenE of ginancial Need

- . .
. . .

o

You can see that Stacey's business description gives the information

the bank requires.

—

-need.

Read on-to learn about Stacey's statement of financial

étacey's statement of financial need must show 1) her start-up .osts,

2) how much money she has noé, and 3) how much more she needs. This is
how” Stacey's completeq statgpenﬁ looks: ’
STATEMENT OF FINANCIAL NEED )
StartingﬁExpenses Money on Hand
Salaries (first mon h) 3 5,000
Rent (first & last mé 1, 000 R .
Bquipment and Furniturg 1,400 Cash on Hand’ $ 7,000
Supplies \\ Invastment by Others _ 0 )
Advertising- 1,100 TOTAL $ 7,000
_Other3 ‘ /
~TOTAL $1o 000
loffice furniture, leases for cars, : -
& communications equipment
_2Uniforms,,car maintenance & gas, ?OTAL STARTING EXPENSES !lQLQQQ_
recordkeeping forms TOTAL MONEY 9N HA§D 7,000 |
35tate licenses & insurance (2 mos.) TOTAL LOAN uoma{_ NEEDED _ 3,000 -

-

You can see that Stacey's starting expenses add up to’$10,000.

You

know she has $7,000 inrher savings account--that's her "Cash on Hand.“
Nobody else is investing in her service now.- So she needs $3,000 in loan
money from the bank. The $3,000 loan plus-her §7, 000 will give her the

310 000 she needs to start. .

G

- (3

o e e - .




You can see-:;at Stacey uses footnotes to 1ist the things included in »
some"starting expenses. For example, “Other” includes state licenses and
insurance for two months. If the bank wants, Stacey can show the cost
for each of”~ thos She's really done her homework on how much it will
cost to: star@&herygervice. ’ ‘ ’ TR - .

it

Remember that after Stacey completes her business description and her

statement of financial need, she meets with the bank loan officer. Read

on to learn foursimportant things Stacey does in that meeting.
- ’ _Q - .

Meeting;gith Loan Officer oL

After the loan officer smiles and te11s Stacej ‘her loan is approved
he says: ."All the paperwork you gave me about your plans was organized
and clear. You did four other things that made me think you will run
your service well. First, you listened to my advice when I made sugges-
tions about your service. That makes me think you will also listen to )
accountants or lawyers if you need their advice. Secend, " you were ready
to answer’ questions about your service. You've thought about how to
handle the problem of high ges prices. ‘That makes me think you will be
- -able to think through and solve other problems; too. *Third, you are
willing to invest your own money. That‘tells me you have confidence in
the success of your service. Fourth, you are willing to pot a lot of
your enmergy into your service. You know it takes a lot of time and hard
work to start a business and kekp it running. "Good luck, Stacey!”

SN {
. The four things the loan officer describes can convince a bank you

are a good business risk. .

.

Summarz-

T
”

To apply for a business loan, you need to provide information about

yourself and your—business plans. You now know the kinds of information




b . s
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to include in your 1) Business description and 2) st:atement of financial -

need. You also know some other things that help ‘convince people you are .
: " J

a.-good business, risk.’ . ’ . -
~ " .
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Lesrning Activities: "

" A .
s . .

- Individual Activities

.
“ L
- B

' ju— . . B -
1. Pretend that the statement of finencial need shown below‘is for your
guard service. Fill in the blanks. How much loan mone} do you —
hnGEd? ‘ L -7 . . '.‘ » L@

STATEMENT OF FINANCIAL NEED

o0

.

. Startingjgxpenses ‘ " Money on Hand

Salaries (first month) - $ 6,000
; Rent (first & last mo.) o ._1,100 . !
s Equipment and Furniture 1‘,500 " Cash on Hand ~* $ 6,000 i
Sy oo Supplies : 900 . ‘Investment by Others 2,000 -
%;;{}}. i Advertising ) 1,200 TOTAL $ 8,000 N
ﬁﬁ : Otfer (license & { ’ S .
. " insurance) . o 600 , i s .

&

" TOTAL . $11,300

- . TOTAL STARTING EXPENSES ,
L - _ TOTAL MONEY ON HAND -
' TOTAL LOAN MONEY NEEDED .

. ¢ fa

- 4 »

,2§ Look np “Automobile Renting & Leasing" in the Yellow Pages. Call ,
_two or iore ‘of the companies listed. Find out the cost per month to

feaae a gad-efficient, low-maintenance car,, Ask 1if the cost includes
gas and’ maintenance. _Ask if the*cost includes insurance. If so, ask
" aboit the kinds and amounts of co‘prage. Decide which company would

give you the best deal for your guard service patrol cars.




’

Look up Radio COnmunication Bquipment in the Yellow Pages. Call
" .two or moxe of the COmpanies listed. Find out the cost per month to

company you: would ptck. .

o

Hrite a businéhs description about the kind of guard setvice you

S address« Trx.to make your business_description organized and clear.
S Incluhe information about these five things: 1) kind of business,

%’ T 2) location, ?) competiticn, 4) customers, snd 5) plans for .success.
P ’ -

x5 'S —
b ) s . .. .8
B Discussion Questions o SN Soone

%; ~ N 5 “' ) i . .

§;¥ 1. Do you think -Stacey's business description is organized and clear?
. P »~

Why, or why- not? Does it describg what her business will be and how

A
\j ' v
¢ - R ) -

. 2. —.Can you t:xnk of any start=up costs Stacey forgot to inciude in hér

4

& ) o she will run it;)

. ¢ -statement of financial need? If ‘so, what? ’
. * Q"

'3. If you were the loan officer at Stacey“s bénk, would you give her the
. __loan? Why, or why not? _

’

1:. N L4

‘,Groﬁp_Activigy

v

Invite one or more loan officers to~visit your class. If possible,
invite them from diffetent places. For exdhple, banks, credit unions,
and the Small Business Administration all gf@e loans. Ask what they
require when people apply for a business loan. Do bhey all have the same
"_w"réquirements? If so, what are they? 1f they have different require-~

s .

) menta, how_and why are they«diffetent? Do Lhey all require a business

description and a séatement of financial-need? Ask questious about any
requirementg you don t undetstagd. N :

SR e 3 _— i g ot o e e e SR

T T 32 11\

‘lesse tadio~telephone-equipment for your guatd service. Decide which

might start. You may have to “make up" some information, such as the




Beins ’in Charge 4

RN a!(' , v . . J:ii . : A \

N . - B . . v

-+ Goal: To help you plan io hire and train employees and
T divide the work of your service.

. : . N N &

» i ‘.
N Objective 1: Decide how to 4ivide the work of ,
£ your service among several employees. R

Objective 2: _Pick the best person for a
specific .job in your service.

[ A

-

T - Objective 3: De;cribe,one.ﬁind_of training ’ s ' B
) " you might give your employees. - . ‘ ‘
3 i o : T . . .

” ) T, .

-
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STACEY HIRES HER STAFF.

—— ,

Stacey gets her bank loa;:\\Then she decides to start
hiring the staff she needs. She needs patrol officers and
communications equipment operatprs, She runs two ads in
_the newspaper. One says: ."Wanted! Energetic, athletic
people with security training/experience for my private
guard service. Completion of state courses in powers of

-arrest and firearms a plus. References required.” The
-other says: "Looking f. ' trained ,switchboard/CB operators
for-my private guard service. Thirévclass FCC radio oper-
ator's license a plus. Must work well under pressure.”
Stacey gets several responses-to each ade Two of the
peopIe sHe intqrviews are Joe and Sarah. ° - ‘

Jog hds" had‘military experience. He wants to work one
weekend day plus four weekdays. That.way he can spend one
weekday- at home with his baby while his wife works..

Sarah 13 an experienced communications equipment oper-
ator. Her husband works a factory night shift. So she
wants night work, too. - Joe and Sarah both have Jbackgrounds
and personal. quaiities Stacey wants in her ‘staff. - She

-hires them. . . > +

Stacey decides that she herself will operate the com-
munications equipment during the day at- first. That will
keep her in direct touch with her officers: She also will
be able to solve any day-to-day prob ems while the service
is getting started. .

Most of the people who call "about Stacey 8 ads are
qualified for the jobs. Joe tells Stacey, "The ads say
exactly what kinds of people you want. So most people can
tell if they're qualified.” Within a month, Stacey has
hired enough staff to start her service.

All the people Stacey hires as patrol officers have
already passed the state courses in powers of arrest and
firearms. . Stacey wants them to be able er emergency
medical help if necessary. So she pays for them to take a

"-Red Cross first aid course before they begin wW¥rk.

> - o
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’ training reqaired for those jobs. Read on to- learn more about the kinds 35

. decides to run ads in the n

_experience. She prefers people who have already

. : C ‘ Being in Charge ‘ T,

.

Beidg in charée means that yod:a;e the boss. You make the decisions
about how to run your service. Some of your most important decisions .
will be about hiring. You will want to hire the best people you can for ™

every job in your service. You 3}11 want to make sure they have the

of uecisiogs you will make when you hire and-train your employees. o

\
4

Hiring o ,‘
- | ) . e N ‘ . >
- Your fifst decigsions are what jobs you need filled, and hoﬁ\many

people you nee for each job. >Like Stacey, you.will need patrol officers . )

and communication equipment! operators. The number of people for each . ’ ‘

will depend on the size of your service. '

. =
‘Next you must decide where to look for people to hire. Stacey
apef.' Her ads tell exactly what kinds of

people shé needs: For patrol offic rs, ghe wants people who arée ener-

getic and_ athletic. She wants them to have- had security training or
zﬁd the courses her

»

state requires in "powers of arrest” and ffi}earms."

For communications equipment operators, sh{ wants people- who érgl i o
already trained to run the equipment. She prefers people~with a third-.
élass FCC radio operator's license. That means they can hé}p install the
sp .cial equipment required. "They must work well.under pressure in‘tense

Situa" ions . "
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- be glad to get the same kind of experience worki

- things such as Being too short. Those minor tﬁings wo

‘as military police..

You can see that Stacey geﬁs a lot of -information into two short ads.
That's because she knows exactly what she wants in her staff. So her ads
are: clear and to the point. .

. You can also contact police departments and the armed forces for
people to hire as patrol officers. 'Police departments have walting lists
‘background cheeks fog police

of people who heve passed ;11 the exams a
officers. Depending on the location, théy can wait as long as five
years. While they wait- to be ‘hired as‘pélice ficers, many of them will
fer‘you. Police

departments also keep lists of peopie qho'gre qualified except for minor
your service. You can find good officers on those lists® The armed

forces may put you'ln touch with former militery people who\were trained

For your communieacions equipment operators, hire people who know
proper radio procedure. Quitk, ¢alm communication is a key part of your
service. Encourage‘opergcots not to use eny CB slang. Stfess that ;hr

service 18 serious and professional. - .

Check people's references before you hire thém. Look at-the "pogl”
oﬁ\people ydu interview. You can hire full-time or pqrt-cime staff,

Il

depending on your needs. . ’
;V“

Matching People and‘Tasks

L)

You will want to be sure that each,employee knows what job is his
;;‘hers. Give each employee a written job descripcion that exaccly

-

describes that person's ‘taskse .
Stacey hires two people who want to work certain heurs. Joe wants to

work one weekend day plus four weekdays. Sarah wants to work nights. .

Stacey ‘is-glad to let them work the hours they chopse, She want them to




-

’

be satisfied with sheir jobe. They will be happy 1if they can work when
they want fathe: then having to work other hours. -

Stacey is also thinking ahead when she hires ‘Joe and Sarah. If Joe
uorka one weekend day, he can help supervise the part—time officera who
will f111 in on weekends. Sarah 18 an experienced communications equip-
ment operator. So she can help install the radio~te1ephone equipment

. e
Stacey plans to leasef Sarah car also help train the less experienced

ﬁbperators- Stacéy';s trying to match her employees with tasks they like

and do weil. _ ’ . . .

Treinigg

-

- By operating the communications equipment dufing\fhe day at first, .
Stacey will keep in direst: todch with her officers. She will know at

once 1if problems arise. This can -help her decide if her officera need

any special training on the job.

-

., . - ' . o} S
‘The of{icers Stacey hires have already passed the courses her state

. requires in "powers of arrest” and “firearms." On duty, they must cagry

_ permits showing they completed those courses. Someday Stacey may hire

"people who have not had those courses. Then she must make sure they take

and ‘pass both. - ' ' e

their officers. The rule is that Buns should be used only as a last

~
. -

-4

The “powers of arrest”,cdprse covers some basics of law.and the
rights of citizens and officers. Guards have no more&power to arrest
susﬁects than do average citizens. Guards do have more responsibility

becauge they are authorized to carry weapons.

~

]
»

The "firearms” course covers weapon salety and handling. Your
guards' main job if they catch a su,pect is to hold thelperson’ﬁntil

police arr#ve. All well-run guard services enphasize, a basic rule with

7 a

resort if someone's life.is threatened.

n' - Y

»
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" @ how to use “"passive resiqtance“ in dealing with suspects;
. Eechniques of self;-dqfensﬂe that do not require weapons; and
T o " other topics the officers request.
All her officers will get this training, whether they work fuIl-time or

-
.

pgrb'kime. Stacey wants all her staff to keep their skills up Lo date.
T L. ! ’
gy . . .
Summary C -

. >
Hiring the best people you can is a key part of runnin.g your_ service

, well-

You- need _to know exactly what jobs you need done. You also must

know what kinds of people you need to do them. The people you hire need
to know exactly what is expected of them. You ‘may want to give your

staff on-the-job training to help them keep their skills up to date.

. . 9

. . e

™

[ SO

,7 - > ' -
;’,’i,l g - .. . - ! ~ - .
f{&\\\ . Stacey has her officers take 4 Réd Cross first-aid coursge before ‘they
%\). start work. She also plans to set aside at least two days a month for
i ’ <, '\-the-job x:raining. On those days, she or Joe will train the officers .
: o in things that she’ _hopes ‘will help them in their jobs. Training might - 3 .
' include these things:. '
! ‘e refreslﬁr in léw basics, such as the difference between a
- felon_y. and a misdemeanor;. *
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Individual Activities. . - -
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Write an ad to recruit people as patrol officers or communications
- equipuwent operators for your servién;;kﬁrite the ad so that it tells
- exagtly what kinds o{ background and personal qualities they need.
. . r4t'
.Write a paragraph about th; enployees you need for your service.
Include-thedb‘thingr in the paragraph: (i) the number of employees
you need, (2) whnt their duties will be, ind (3) what bcckground and

personal qualities you want them to have. . ,

L -

Call your police department. Ask if they have lists of people who
(1) passed the police officer exams and are waiting to be hired, or
(2) qualified except for minor things such as being too short. Asﬂ!
if someone who wants employees for a guard service could contact

e

those people. . .

Call one or more guard services. Ask how many empioyees‘rhey have
and what their jobs are. If you call more than one service, compare
their answers to see if their employees' duties are the same or

-different. ' ' .

need before they start work. Alpo ask if the service provides any
-n~the-job training, and--1f gso--what. If you call more than one
service, compare their answers to see if their training is the same

3

or different. . ) v <

2y -

*
v h
. 2

‘Call one or more guard services. Ask what training their employees

13




- Discussion Questions . d
——— - . . . |
1. Do you'thiﬁk Stacey's ads do a gocd job of teIiiug what kinds of
er Moyees she needs? Why, or why not?
B . \
2. Do you think Stacey pade good deciribns to hire Joe and Satrah? Why,
- ‘or why not? ‘

‘3. Dn you thiﬁk:Stacey will be a "good boss"? Why, or why not?
- RN )
PR : .
4. «Do you, think the on-che-job training Stacey plans for her patrol
cffizers will help them in their jobs? th, or why not?

. -~

Group Activity

In pairs, take turns role playing a hiring interview. Oné of you is
the owner of a guard aervice. -The other ig someone applying for a patrol
officer job with that serviceo~ The purpose of this activity is for you
to practice being a guard service owner. When you run your own service,

. you wi11 interview people before you hire them. _This gives you a chance
to practice an interview. - '

. & t ¥
" When you play the "owner, " decide what bgcksround and personal quaii-

ties you want your officeys 'to have. You must do two main things in.the
interview* (1) ask questions’'to’ find ouit if the "applicant” qualifies
for the job; and (2) tell the- “applicant" what the patrol officer duties
will be. : ’

L .

4 .

Hhen you play the "applicant,” decide on’'your background and personal
\qualicies. Then be that person during the interview. When the "owner"
uescribes your duties, ask questions about anything you don £ understand.

/s ! . .

Before you Segin the role plays, the whole class can list on the

" board theee things:- (1) questions the "owner" can ask to find out if the
applicant qualifies for a patrol offfcer job; (2) patrol officer duties

..
. o -

‘I . 7. * i }

f

[ oy ’ P
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the "owner" can describe to the applicant and (3) kinde of background -
and petaonal qualities "applicants” can haves Thoae 113&3 can help you

r

in yout rola plays. . S .

At the end of each interview, the “owner" should decide whether or

not to hire the applicant. Talk about the reasons for your deciaions.

/
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3 ) Organizing the Work -
g . * Goal: ,To help you organize the work of your guard service.
B . ; ) 6bject1ve 1: "On a work onder form, 1ist. what needs
§3 T ) ‘to be done - for one of your customezs. .
¥ Obje ive 2: Write a work schedule for yourself or

<
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- EMERGENCY!

.- -

»

Stacey is operating the communications equipment at

headquarters on Saturday night.

The. regular operator

called in sick at the -last minute.

.So Stacey took over.

It's been a quiet night. Stacey's officers on this shift
have radioed in to report their pogitions every 30 minutes.

All of a sudden an alarm goes off! Stacey sees right
-away that it's the alarm hooked- up to client 85's house.
Some of Stacey's clients have burglar alarms hooked up to
headquarters. - -

«

Staceb acts quickly and calmly. First she radios to
the patrol cars: "Bneggency. Proceed to location 85 at
once. - A .

Then ghe phones client 85's house. The line is dead..
Clien; 85 had called headquarters earlier to say he was
going out for the evening. It looks as if someone cut his
phone line after he left. ' )

Stacey calls” the police next.

She says,

"This is

Stacey Sakura of Neighborhood Patrol. -

The burglar alarm in

a home at 112 Grove St. was tripped at 10:52 p.m.
" phone is dead.

The

I have dispatched two of my patrol cars to

the. scene.”

a

~

Stacey records everything she has done on a form she
designed to keep track of emergencies. Two minutes after

" her call to the police,. the .radio crackles:

“Car 4 report-

4 ings

This 1s Evans.

Suspect caught entering location 85. ©

No weapohs.

We 'will hold suspect until police arrive.’

-t

Five minutes later‘the police reach the scene. They
- ‘arrest the suspect on a charge of breaking-and entering.
Stacey's officer Evans radios this information to her. .
Take five minutes to write

¢

Stacey vadios back:
" report of’incident.

"Good work!
Then proceed with regular patrol.

Stacey is proud of her officers.

She is glad her,

service handles emergencies sg well.

-

€ .
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o * - Organizing the Work R vl

Stacey 8 service acts quickly and smoothly in an emergency. This is

\partly because Stacey has organized the work well. To organize the work . : _‘;‘.\‘f

- of your guard service, you must (1) keep track ‘of the work and (2) sched-
‘ule the work. o . L. '

Keeping Track of the Work A B s ~

: i:g"ep, track of the Work that has to be done. This will, help you
’schedule‘ your staff assiﬁnmenta- S'tacey keeps a logbook at headquarters. .
_ Her officers check the logbook before they begin their shifts. It shows -
’ i_f they: have special assignments, such as babysitter check=-in. . o ©
- L, .o - , ' s ‘ P P . .
) Then the’ officers .get a copy of the "Babysitter Check-in Work Order" A ;.
for each hone liste.d. Look at the work order below. It shows how Stacey ¢

keeps track of requestjftfd assigmnents for babysitter check-ins ) i z
o « 2 g .
S BABYSITTER CHECK-IN WORK ORDER Ly
" ADATE: .’ . CLIENT #: _. > . ASSIGNED TO: . -
__START TIME:' - | FINISH TDME:__ - ey '
\ __-—-— D — v . - "“ N K
PHONE # WHBRE :CLIENT’ WILL BE: - -
— | “Docror's waME: . ~ PHONE #:: - | g
BABYSITTER'S'NAME: .-~ . ~ : oo 4 .
) \“‘ ¢ ) - o . ) ' , > i . R
- CHILDREN AGE  TSEX g -
. w - 44 . . \
’,\ / o} 7 . »

. - . Cne R - ea s - - PO - - P - - -
A o o AR Al e Ak N B E TR Mt i e A Ml e © e e L Tl % i o A e e L L oa - X e et e e — i i A
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You know that Stéeey also;designed'a‘form to keep track of emergen-
cies. Look at the "Emergency Work Order” below. It shows how Stacny
kept track of the Saturday night emergency you read. about.

~ N » . ‘ - % : B
. EMERGENCY WORK ORDER . ’
h - & ~ .
" | DATE: 4/26780 . TIME: 10:52 p.m.  CLIENT #: - 85 .
" | PHONE CALL: " ALARM: X TAKEN BY: - Sakura
ACTION - " . DoNE
'| pISPATCH cAR - ' . L X
CALL HOUSE - ; R
X " False Alarm: -Recall Car
True Alarm:  "Call Police . X
. | OFFICER WRITE REPORT, ' T x
.| OFFICER(S) ‘. AT SCENE: Evans ' - :
COMMENTS: Police arrested suspect:l : .

~——
<t

LY ) : ‘ h N

- : ’ r
After Officer Evans writes her report, she gives it to Stacny. Stacey

makes copies after she OK's the report. She keeps.a copy at headquarters

' and gives one to Evans. The client and the pelice- also ‘get a copy if

'they‘want- Officer Evans needs a copy of ‘her .report in cage she 1s

y

. called to‘Eestify«in ourt. ' .
._. ’ - \/ . j _A 3 S ‘e

Scheduling ‘the Work , ~ ‘

-

-

» You can t schedule emergencies. But you can schedule your reguler
shifts. Stacey s servicehas three 8~hour shifts every day. This'is how
"the schedule for each shift works. o ‘
‘N Officers check in at headquarters at the start of the shifte
’ Theyvsign the logbopk check assignments, get car keys, and do a
- “car and equipment safety check. £
e On patrol, officers radig in every 30, minutes to report their
positions. They keep a log in the car of the times they patrol ’

hd )
~oe

o



'I:he coni;unicationos operator at head~ ,
%attets also keeps a los there. These logs are a tecord' of what - .\
happens on each shift. Stacey needs to know what her service

each house on the toute-

'_.does. Also, c'lient:s may want to know. at what times officers
patrol their homes. “You knowqghat .Stacey uses numbers for*cli-
- ents on the ‘radio. This ptotects client ptivacy if someone elsge
" listens on ‘that ‘radio ftequency. -
® Officets check out at headquartets at the end of the shift. They,

sign out and turn‘in car keys and reports. .

~
o~

-

Stacey s communications ope"i‘atots a1so sign in and out for their

. shifts. They know to call Staceycat any hour if they or the officers

- ‘need her when she 8 not thete. > .

-
FIR ’

P

-

Stacey took over when her tegular opex:ator called in, sick. 'Schedul‘ing

everything that

-

the owner' 8 work: is not easy. You need to be "on top of
your, service does. You will spend time &oing all of these things.

¥ Hiring: staff’ S | " ' :
Training staff ' A T
.Organizing the work o . !
Supervising staff (Stacey sometimes drives the route °
" " with her officers) . ¢ ) .

"~ Keeping ‘records of work N S

_._Meeting with clients © T A T

. Keeping financisl .records = -
 Talking with clients . -
Handling staff problems T
Meeting with other people you deal with (accountant insurance

agent, car and equipment leasers, and others,)

»

Dealing with emetgkencies, . o
Solving routine problems: . < o >
. Planning for ‘the future. . . .o T
With all those things to do, you can see why it is important to be y .
orSﬁnized- ’ ’_ ‘ ST ’ ' .
. T N . - . . ‘ ¢
‘Suinm‘ag ) e 7 ‘ .
"3 ¢ W <

‘ You now know some of the thinss Stacey does to (1) keep track of the
work and (2) schedule the wotk. Keep these things in mind when you

" organize the work of your guard setvices e . -
: ‘ =
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Learning Activities

3 - T4,

- . . -

1.

Individual Activities - S

. 2.

) . toni‘Shi:qo

X

-

Call opé'or more guard services. Ask hdw)they handle émergenc{gs.
Compare their dnswers to what Stacey did on Saturday niéhtf. Do they
-handle, emergencies the same way? -If not, what do they do gifferently?
Fill in tﬁe "Bahygitter Check~In Work Order" below, using this infor-
matior.: Client # 101 calls you. She says she is going out to dinﬁer

She wants an officer to check in with the babysitter while

she's gone. * She'll be gone from 6:30 to 10:30 pom:: She's having
dinner at a friegdfs;house,:phone # 862-9345. ‘The children's doctor
is Jaime Castillo, pﬁoﬁe # 637-2927. Stevg'garver will ‘Be babysit-
fing. ghe chiiareh aé home are ﬁeélie, a lo;year old girl, and Jim,
a 5-year old boy. You assign the checkr%n to Officey ﬁhitley.

v
£, y

.

Ly e " - BABYSITTER CHECK“IN WORK ORDER’
DATE; - CLIENT #: ASSIGNED TO: °

START TIME: (FINISH TIME:
PHONE # WHERE. CLIENT WILL BE: ' ' -

> 3
* | DOCTOR'S NAME: PHONE #:
[BABYSITTER'S NAME: 7 __
CHILDREN - AGE SEX _
- ' i AN - . ! °
« g ©
LS
‘fo9 . R

DU . oo




3. Pretend that at 11 20‘p.n. tonight you get a phone ca at headquar- )

3 ; ters from client #12. He says: "I ‘think I heard someone outgside.
¢§y' Please send a car right away'" You radio car #3 to go to his house
%i at:once. You are just about to call the police when the phone rings
:‘, . again. It's client #12 again. Forget it, he, says. "It was ay
% cat!” Officer Todd’ has already reached the house. Todd checks
%. ,
gj , around the house to make sure there's no prowler. R
%{ ’ - Fill in the -"Emergency Work Order” for what happened. .
. - ) EHER&ENCY WORK ORDER .
) \ s A '
‘DATE: - TIME: . " CLIENT #: C ‘
-+ | PHONE CALL: ~ALARM 3 TAKEN BY: 5
‘ : . ACTION - . : - 7 4. DONE '
. S Y - - 2 .o — ‘ "
‘DISPATCH CAR - ‘ S, s -
CALL HOUSE : B : £
‘ False Alarm: Kecall Car S o0 T
Trué Alarm: -Call Polige - . “
OFFICER WRITE REPORT
L ‘ " | OFFICER(S) AT-SCENE: - . - . = §
| comMENTS: < ot
%}: - . ' ‘ . ] .
g\%v i R <= -~ ’
P L &
i © 4e  Officer Curtis worka the shift from 4 p.m. to midnight. The, (
¥ " following clients want babysitter check-in during that shift: '
§~' ¢ " ) . . ] . - ') .
| SR . v - "
% ’ ) - g . Client # Babysitter Check-in Times
& , v
e - ® . <47 o 5:00-7: 00 pPem. .
L208 «
%& . N , ", . 123 ‘ * 6:30-11:00 pem. . 3
g _ " 14 - ..8:00-midnight
; . " ) "'_ ' - N N ' . -
[ g . 5
- P
y ° 3 s .
50 .
A ~ 3 i




The schedule below for Officer Curtis is filled in from 4: 00-7 00
p.m. Finish £illing it in:

t mvsnma CHECK-IN SCHEDULE , ,
& . TIME . . CLIENT + } |- .
Fo . N =
i ‘ 4=5 . R )
56 PRI Y A PR
13 : 6~7 ‘47,123 . % .
g 7=8 7 v . . <
L ) s . . D * ¢ ' v . .
5;; s 8-9 . . M : -
v . 9-10-+ ' O ' ' .
3. [y - . . . ,
- 10-11 . ~ . : . —
11-12 . ’ L E .
? - >

- 5. Design a work order form for a service you plan to offer. Fdr

' example, you may offer an escort service to meet clients apd .

K escort them inside when '’ they get hdme late at night. You will need ..
an "Escort Work Order to keep track of this work. Design it.,‘ o ' nln'

-

1

If you design a work order for emergencies or babysitter check-in{

:f\ ’ make it .different from Stacey Se

%

» . .
P -

‘e

» . .) - -
. . . o . ’ c— o,
Discussion Questions , .- - » . e
- ! . . ‘o
o « " [

VL %
1. Do you think”Stacey designed'a good form to keep track of emergen-
cies?. Why, or why not? Would you. change it? 1f so, how?

»

¥

t

2. Do you think Stacey designed a good form'to}keep track- of her
s babysitter check-in service? Why, or why not? Would you change
- ..1t? 1If ‘'so, how? - ~ :

!

3. Do you think it's a good use of Stacey 8 time for her to. fill in for

w

’

. her sick operator? Why, or why not?

~ ¢ ’ S
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decide it belongs. . N

Group Activity

., %

Look at the list of things the ouner of a guard service has to do.

" The 1list is in your texﬁ, right befoge the Summary fér this unit. ‘Cag
you think of other things the owner might have to do? Add them to the o

list.

~ . .

On the chalkboard, make two columns with these headings:
.. Every Da ‘Not Every Day

—
——r ———y Mo e
- Iy

.For eaéﬁ'ghing on your list, decide whéther you vouid have to dolit

every day when you run your service. Write it in the column where you
.’ Q; ‘

v, -

y ’

Try to decide how much time you think you would spend doing each

A}

thing. For each thing in the VEvery Day" column, write down how many

" hours you would spend on it eveyy day. ,for each thing in the "Not Every

Day" .column, write down how mans hours you would spend on it each week.
7 * - hand N

Does it-look as if you.yillvwork many hours running your guard

service?

s
-

—~a
-
-y

o
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services.

{ Objective 1:

v
.
-
>
L4
~
+
a
S
]
.
=
>
. v
-~
L]
.
P
.
»
-
A ]
. » -

services. -

o« i Cw
. e
UNIT 6 )
v g
Setting Pricés
{ v ’

.
.

Goal: To.help you decide ﬁgu to set prices for your

r ‘ c .
¢ Y

Pick the -best price for one of your
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4 - . ’ . . , /a"ﬂ . .
i STACEY DECIQES HOW MUCH TO CHARGE 1 -
£ - . ' S . ie h
g The loan officer at, the bank gives Stacey advice on ';“’.’
g prices for her mervices. He ‘says, "You plan to offer a ,
e babysitter check-in at no extra charge. I think you should -
%} charge for it. Here.are my reasons: o - . -
5? “"You planned that the free babysitter check-'in would
I help you "stand out'- from your conpetition. But there is
& no competition in your location. Your guard service will e
- attract customers because it is the -only one in the neigh- T
2 . borhood- So right noW you don't need to do things to help .
1 - you- stam out.' .. . . ' ]
g’» - . . » /
: .+ "There will be high demand for the_ babysitter check-in.. -
i Many\of your customers have children. They will ask often -
£ - for that service- . A - L
S "That means your‘'officers will spend a .lot of time on ‘
% it. You may need to hire more officers and lease another
¥ A car. You will also spend a lot of time organizing the
B work. You will have .tu keep track of orders for the baby-
%f;, : sitter check-in and the @work. So your expenses for running : )
% yout whole service may go up more than you planned. *
’ “For all those reasons, I think you‘should set a price
? Afor the bab}rsitter check-in." _
§
Vo Stacey thinks about the loan officer 8 advice. She
LA decides she will lose méney if she doesn't charge for ser— -
P " vices that take up a lot of staff time. 'So she decides to
S charge her customers a little extra for the babysitter .
: - check-in- X
?:lr .
% "7‘ =~ 7 ;
&
§ e ':;'
% ¥
Eal -
, ° . 5 -
- ‘ — .
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. Setting Prices ' - . . - :

-~
.

SR
e

How will you decide how.much to charge for your sérvices? Here are
five things to think about when /yim set prices. ’
,. ©® What are you/coorfﬁr oupplies and workers?

»

, ® .How much dcund is there for your services?' L. L i
— o How much conpet 1on do you have? - N 1
e What are your expenses to keep—thc service runn_ing? . ' . ¥

° .

. How much profit do ‘you want to make?

Read on'to learn more. ‘ .

Costs for Suggli.es and Workers
Remeaber that you will have qnny expenses when you. start your ser-
vice. You \will lease cara and couunications equipment. You will buy

office suppliu and fumic:uu. You will imy uniforms and other supplies
for your officers: You already know that there are many other start-up

—
3 L3 —

costs.

Y

Costs for things go up with time. Inflation may make the costs for
_your supplies and workers go up.- Butpyour custoners won't-like it 1if
your prices go up often. So'don't set your pricemoo low at fiut. If

your costs go up‘a lot, ypu may have to raise your pt&gp soon. Your
ey

- . N g - s

custoneu won't like that! n N N - Ea . :
>, . ’
a N .. ) ‘
I ) . ) ‘ )
Demand for Services ) '
r . . ' I o~
Your customers will pay uore for urvicﬁ‘ they want than for those ' (

they don't vantp They vill also pay more for a sexvice they want 1f it's ] .
5 . the only one around. So you need g:o decide how popu;ar your services are. )
1 2N ‘ Q, _ 56‘ 3 ;5 - . ' : ) . | v . )

RIC . - 3




- { : .

For examp}e,.think about Stacey's babysitter checi-in. The loan
officerysays there will be high demand for that service. ' Many customers‘
will want it. Right row, no one else offers that service to Stacey's

~ customers. §§ they probably will.pay well for it. -

-

2
[

Competition ‘ . .

Y Remember that Stacey has no compeLition.in her location. Her guard
service.vil& get customers partly because it is the only one in the
neighborhood. So right now she doesn't have to worry about competitors

charging lower prices. -

»

L2
s
T .

\:-But.maybe someday'Stacey will have competition in her location. Then
, she will have to see how much her’ competitors charge. If her prices are

a lot higher than ‘theirs, she may lose customers. , .

L

You will need to know what your competition charges. If you can
offer lower rices, your customers will be happy. 13 you can't offer

lower 'prices, you must convince customers that your service is better.

Then they won't mind paying you wore. <

4

~

r
. - z
- » v
. A A3
- .

N
’ - —_—

* Operating Expenses

’» . -
’ »

A "Operating expenses are your expenses to kéep your service running.

. by
-, . Expenses to run your guard setvice will include.
| Rent and utilities (phone, eleLtricity, water, heat) .

., < Salaries T \
. Advertising .
Insurance ' , -
) ’ Maintenance (cars and communications equipment) ' T,
v o - ] "Professional services (accountant, lawyer, insurance agent)
. - Remember‘ﬂhat most guard services spend a lot for insurance. Your
‘ expenses ;for saiari_es will depend on how many employees'" you have.‘ To

1 N .

TE AR ks T
«
.




I3
)

't

attract: anf keep goodestaff, you may want to pay higher than average

..
salaries‘o T i . '
- - P . » .- .

-
B Coe . ~

o Stacey's, 1oan officé‘r"says her ope'rating exnens‘es‘may g0 up more than
" she planned. She and her offieers will spend a lot of time organizing
and do‘ing the babysitter check-in. Staff time costs money. - °

.

<

You will need to figure out how high your. operating expenses will
be. If your operating expenses are very high, you may decide to charge .

more_ for your services. Or you may figure out how to cut your operating
expenses. ° ) .

‘Profit . ‘ . SR ) - :

Ee 4 - . .
wn

) . . . - How much money do you want to have left over after your expenses are .
f" - paid? That’ amount is your profit goalo" It should be enough to pay ‘ : o
- yourself a salary and to meke payments oniyour loans. Hopefully, too,

you"ll have- money to put mck into the business to improve it. -

- . LN . e o
———"—'-" » s

¢ .- e

Many sm/alL business owners give themselves only a small salary .at

> -

rst They want to be sure--they -have enough money to keep the business

running and “to pay their staff. b o . v

. K < '] Y ‘_‘_,__4;:.._.—— — = - - )
: ! B - - : . - - . . ‘
SRl -~ How high you set your”prices will depend .partly on how much profit
< i 7 you want to make. Stacey" decides she will lose money if she doesn t .
A charga for her "babysitter check-in. Since she wants to make a profit,
1;, I she decides to charge a little bit extra for that- service. '
5. o . ', - | . - ~ o : .:
; - Examgles « ” i *

: Here are ex'amples of how some guard services set prices.

b

oL . o - . . ' ) ¢
© |,""* . Some guard services cHarge more if officers walk through a home .or e
» + __ business than if they just drive by. They charge for each time officers .

0

. s

58




‘%‘; . ‘, . A , \r v . .. -
E o~ ‘ ) . ‘ 5 .
% . walk through. That way-, customers can choose how often they ;vant itA.— A
F . . o
§~; ‘ customex who wants many walk—throughs will pay more thau one who wants
= ’ < ~
,E:;j - - few .or none. o f - .
: ) " Some services charge more 1if they use dogs to patrol with the
'_ )’ officers. Customers can decide ‘Whether they want the dog patrol. They
. ~  pay more if they do. . : L I i y
s . . .

Some -services charge businesses extra évery time they respond to
N - " alarms. This is because high-power business alarms can be set off byz

things like a car backfire. So false alarms sometimes take up a lot of

a . staff time. C , -

Y ¥
- -

Can you think of how St‘.acey might charge for her babysitter check-' .,
in? One wdy would be to charge for each time officers check in with the

‘ babysitter.- Customers could, choose how many check~ins they want while
.. they're-gone. h o ) . .

-

Summag -

R .

>

‘You‘ now know things to think about when you set y'our prices. Those

things include costs of supplies and workers, demand——competitton, oper- -

T ating.expenses; and profit. ' .

3 ) ) a ’i:

— ]
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1.. Cali two or mor_e guard Vservices. Ask what _they charge for their ser-
7 vices. -Compare their-prices.. Do they charge the same prices? Which
‘seryice would you choose"ft‘:o%protect you?  Whyx  » |
2. Luis Aguilar runs a guard service for businesses- Luis was the £irst
A physically handicapped guard service owher in his area- He made a

1arge profit last yearw. H° wants to -expand his service ‘to patnl

‘homes, too., Another guard service in his location already patrols "
howes. So Luis will have competition. The competition charges $40
per mouth for a drive-by home patrol- How “much ‘do you think Luis "

will charge per month, and why?

:'3, Me].icia and'Booker Hays have been running a guard service for, five

yearss .Their prices Have stayed the same since they started. This

R 3 i ] .
- ’; . .
i x ' )
- o - i -
T T < . 3
. ; -:‘,', ~ -
[ Ve > . & 2
§ 3
1 Ty, -
! ~ <
" - ’ N *
. 3 “ R , « e . A » . - o,
Tl 7 Learning "Activities: | rt -
. . . 1
. e <
LI . ‘ T < A .
e . L ow i . B .
oL : M ﬁ S : ; «
- Individual Activities 4 . . B
. 0 . . B
- - - . . - [ ’ -

x . : - . « . .- N . f

e

7

year their«office rent and utility bills went up a lot" _They -also.

S © gave all their staff raises. Now it looks as i they wonkt make any
jr»:-;_' A profit t:his year- They're thinking about raising their priees. What

”

d/g you think they .fhould do, and whyc . . 4

’4' Stan 'l'racy s guard ser:rite patrols offices and ,factories. This&year
he decided to rent guard &ogs so he could offer a K-9 patrol- Custo-

: mers .told him ;hey would, 1ike this- 'So he get a very high price for

2 ’ : ‘it.r Gnly one’ customerﬁ .signed up. ’What did Stan do wrong? What’h can

' he do now to get his customers to sign up for the K-9 ‘patr'ol?

PR N\ . N .

- ‘ *t

~
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5. 'Ptetend you are just starting ynur guard service. .You‘are trying to
decide what your prices will be. Your competition charges $60 per
. month for home patrol. You would like to charge $60 per month, too,
~ 4because then you will make a big profito But you will still make a
profit if you charge $50 per month. Customers will like it if you
charge’ less than your competition. Pick the best price charge.

____ $60 per month: ST S ] T
. $50 per month - T
$40 per month = oo SR B <

-

PR - . :i’.

> .
3 -~ . ‘ ¢

Y

., check-in service?- Why, or why not?

-

l
{
}
: o
¢ l. Do youragree with Stacey's decision' to gharge for’ her babys;tter
}
i
}

-

. . P
.. - ~

; . . i< . . ‘
2.  Pretend there are two other guard services in Stacey's“location. So

she has a lot of competition. “Stacey khows their'prices. ,She could

set her prices lower, higher, or the same as theirs._ What do you—
e think she will xlecide, and why? s C e

& H b ~ -
. . 2 , . v e w
<

Y

S
3. What do you think,will,be Stacey 8- highest operating expenses? Why?

What do you thinkﬂuill be her lowest operating expenses? Why?

- £ 2
- s

"4

3 (3

Group Activity’ .o

%
- - . v N
A

. LR
" “ -
”) .

Divide into two or more groups. Each group should write down this .

1 st of things to think about in setting prices: . ” .
“ o costlof supplies and workers; . B SRR ;5
: . dehand,for sgrﬁices;' - . & f
o operating expenses; and ) v} - /
° .

profit: - - - T /

..
-~ LA, -

Read the case study below about "Julie' 5 Home Patrol.” Which of the
five things do you think will be most important ro Julie when she sets

61"

-"_;.:_:'“‘,,xl,'. :,jj,,!ju_l,_" - P “"il P ‘- “(,_ N ‘5& . -t s ) - e R -

T3




' i - “~ @ . X
2, . o ‘ - 4 I3 . N - "b - ' ¢
} . _ ! . . -
5: * w vt - W ‘
¢ prices? Which will be least important? When all groups "have finished : AT
re%ort to each other what ypu dezide. Did all the groups decide- the - , ) .
B same? If not, talk about why you decided what you did. : . . ‘ L
= —_ Ol ) ) c o
s . /vt‘ d . r . . a "' .
N & " . * " N o r)'%_v
N . s . - Lo ' ’
N - Ce ngie's Home Patrol *- .
S ' . - v ) ! ’ >
‘Julie is sta‘rting her guard service in a location =, "~
¢ where there have bee a lot of robberies. She-has talked
3 ) . with many customérs who want protection. There are no . -
. ¢ . R -
- . 't 7 other guard services in the neighborhood. Julie wants top *
quality staff... So she plans to pay higher salar:Les than i ..
T i : . other gﬁard‘ services. Her office rent and insurance costs' -
- are highér than she planned Julie plans to pay her staff s a
- and other expeﬁses before she takes a salary for herself. . o
“ ’ o . . - ’ e ' e -~ S
7 : . ] ’ - B -
- . . e 23N " -
‘ g N " "" s , . ) * . . A5 — .."S .
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§;‘ < . A Godl: To help you 1earn ways 0 advertise and sell your s " )
G . R sérvices. . , o - - :
:1-';'{ T s s ~ .
W‘[‘" ; T S s e T - - ‘. - - .- - — - me . e "
- - . - 23
Objective 1: Pick one way to advertise your N . -
guard ser’vice. K ) N ¥
. . L v
AR . 3?’ .-, . )
] Objective 2: Design 4 pr:Lpted- ad for your ) ,‘ i
-t é . guard service. - S ’
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- | STACEY ADVERTISES ‘
i . . W N ‘ - .
Eg" - ’_‘:"”‘ e — { o e R P . ‘H‘_“"_*‘A — T T
Stacey wants to ‘advert! se”when she starts her service. '
f" + She wants her ads to attract'customers. She ~knows there
. .are many wayg td advertise.. "She decides to start with a
o ‘. printed ad she can use in several ways. _The ad will go in
& <L the newspaper, Yellow Pages*, and flyers in her customers' -
?, : » ! . neighborhood. ‘Here is’Stacey’'s idea for her a_d. -
%&' N ‘ v . <
v FIGHT LOCAL CRIME! ; » )
%:’ “ N . ; . 5 1 )
o T e -1-- - Fight back against trime in your neighborhood. :
T, Protect your home and family. We offer:
3 & ‘*. N . . ' N "; ’ ¢
N g . - ® 24~hour car patrol . . ] 4
[ AR . N y B
T : . , -
g . 1 © o Babysitter check-in - .o
£ . " . ‘.
y . X - . A ‘Ins'tgnt eméfgency-respon§e .
> We are ,pr:_ofessional‘s.: Call now to begin your | . N
A , protection todayd , R N .
: ‘J‘ ‘o 4 )
%E::‘. T = (54 o -
A , N L L
T ; ‘ )
S ¥ $
‘. !‘ _ : . - .~
:': * ) . 'e
LI . . . v !
s . .Neighborhood Patrol ’
S "23 Pine Streéet
P - , 968-2100 ,
' A
¢ ) .
{ - 65 _ R
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ertising and Selling . ° ' T

— . < T ow

3 . .
A guard service sells services, not producLso Your services are

Y

protection fot your customers- How can you sell and advertise your

services? Read on to get some.ideas.

e

Plan Your Advertising ~ ’ S < ‘
- t, - - ‘ LN ¥ . P
N 1. Who 18 your audience? . N oo,

v . . . .
Staqey<§ecides her audience is potential customers.

[ . o "~ -
’_ » 3

’

2.  Why are you advertising? S : a 5,

Stacey is advertising to attract customers at the start of her

service. Later she may plan other ads if she expands her service.

* . . A N “ .4 e

w2

3. How will you advertise? L . ’ ‘ ‘ "

*:": ) Staéey plans to start with a printed ad. If ehé'has enough
money, she may also run a radio ad.: Y.
) 4. What will your ad say? o .' b . .

r
Ed '

‘ . Stacey s ad lists her services. It also gives the address and

.
12

phone 80 customers can contdﬁt her.
N N . 4

o o b . -¢ . B >
- : N v - v

o0y

-

T 5. When will you pdvertis‘e'l .- ‘ S
‘ SCacey plans tp start advertising right away. Some guard
AR services adverrise ‘before they begin their service. That way

B

they sign up customers ahead of tiMe.

¥ = ‘

. =, 66
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. 6. How much will your ad égst? - u - ’ .
‘o_w Stacey will show her ad to several local printers. They will
: . give her cost“estimates~for printing fliers. She will decide
o which is the best deal. The newspaper and Yellow Pages_have set
prices for ads. . o - - ‘o .
’ R 9 . ‘ .
. o o 7 ¢

Wi

‘r

Ways to Advertise

Y g .
v g
* -

&
' There are many ways to advertise your guard service. Here are some

ideas. ® . : : e . LT
N K0 A Ty ‘ ; .;’“\ Af
® ‘mewspaper ads; ' .o J
. e a v < - )
e the Yellow Pages; - ’ . . ‘
. "radio adh; . : ‘ : \‘ \
e television ads; - . . - -
¢ ® brochures syou mail td potential customers; .
" e fliers you,put on cars or- doorknobs-*you could also give fliers

or brochures to: oo -, - :

> . . v

. travel agents whno would give tHem to people who . could use‘

" your service when they re on,vacation. ‘ . .

) personnel departments of-companies, to’give to emploiees in °

5

your location. You might offer a"”company*discount——fnr—some

+ A »

of your services if enough people sign up.

. 1S

g ' other guard services that don't want to offer the same

services you dok For example, not 'all guard services want t

——— ’

feed pets or water plants for people on vacation.

5

e emblems on your patrol carg so’ people - notice them, and

“‘ e uniforms for your officers that look professional and: different

from police.uniforms, . ° SN

-

@
A . . <
N 5 ) . ¢ 7

Some of,the ways are more expensive than others- For example,

]

®

television ads cost a lot more than newspaper ads.

A

-~

<




“People” Ads ’
-~ ) o

.

You and your staff can do a lot personally to advertiae your service.

Here .are’examples. R ' ) . : o

. - Some guard services hire a salesperson to phone and visit poten- ’

"‘tial customers. . . : . e

- serVice.. That' s ‘one reason why it 8 important to ‘hire friendly,‘
. well—qualified staff. ~ You can pay them a bonus for each new -

customer they sign up. .

- @ You can plan events to advertise your service. These are some

examples.. -

»

o _Provide protection at school , church, and other community

L events at, reduced rates., >

° Have your officers give self-defense demonstrations at shop-
ping centers and fairs. -.

e . Give a neighborhood award" to customers who contd%/‘you in

° 1Your officers can talk with people in the neighborhood about your .

-—

-

+ " time for your sfficers to stop crimes. Tell’ newspapers about
ke "the award so0 they can be there to take pictur@b and write "
articles., ) : r ’ i
&' \‘ - N ‘ ' o, v . p
LA _ ¢ . . s - e _ 8
‘How tO'Uesign Printed Ads . B ,-
- - — o ) N

Printed ads will probably be i big part of your advertising. These
- include newspaper ads, Yellow Pages ads, brochures, and fliers. °Printed
’ads -should have these five parts._ headline, illustration, copy, layout,
and identificdtion. , ! " :
. . = S ) ., S Coe - .
© . Headline., The headline of Stacey's ad is "FIGHT LOCAL CRIME!" Your
.-headline 8hould attract attention. It should miake people want to’ read
the rest of the ad. g . )

-
-

% Illustration. Stacey 8 illustration is the Neighborhood Patrol

emblem. She will alsy put. this emblen on her patrol cars and uniforms.

Your illustration siould help people remember your service.

»
. . .
K3
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Layout.

, ad is-simple’ and easy to r@-

-attractive.

s

Identification.

: <
e, e

ha

This is what you write about you service. " Your copy shou1d~

appeal to customers' needs.

““Protect your hone and family.

describe your services.

offers. &

call for customer actions

.

Stacey lists three services she

~

“call now" to begin their protection right away.

ry

{ ‘

O

w5
-

For example, Stacey's ad says.

»

&

g

Stacey's ad tells customers to

This is the wsy you organize your ad on the page. 'Staqey 8

»
*
I

- -

service, so customers can bontsct you.
‘bottom of her ad. - .-

A good printed ad gives important information about‘your\service.

attractive.

S

¢ A

:
at o, . u

1 [ -

17

Your layout should make your ad

-

.
»
“

-Give the name, address, and phone ‘number of your ~

“Stacey's identification is at the

]

It

should be simple and truthful- Use your imagination to make\;oﬁr ads
4

You know ways to, advertise your guard service. - You can decide which
ways you will qélﬁ\\You also know about the five parts of printed ads.

-, <

N
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‘;Tj\ken StanfMeld retiréd from~the*pblice force five years ago. ‘Four °

A T . S

. > &
- : Learning Activities - :
Q ) ' T - % AY i “
Individual Activities . . ’ o . v I .
-~ - . N v & ;. __‘" :'/
Look up two or more guard services in the Yellow Pages. Call them ‘
and ask what ways they advertise, besides the Yellow Pages. Ask why p ’ ’
they. picked those ways. . L . S S K
2. Pick two or more ways to advertise.- For example, you might, pick the
Yellow Pages, newspaper ads, radio, and fliers. Find out thz costs ;
for each. . If you can, figure out how much it would cost you per
month to advertise your guard service each way. ’
3. Look at.two‘or more guard servibe ads in the Yellow'Pages or . v .

_ newspaper. - Do they each have a headline, illustration, copy, layout,
and identification? Which ads ‘do.you think-are—best,-and whyl——Can-——————

’ you think of ways to make them better? If so, how and why would you
o change them? ’

< . .
- +

>

years ago he started his own guard service. The service. is doing

qell.. Ken pleng to add ' vacation house-watching to the services he
of£ers. He's trying to figure out the best_way to let hnig customers \ .
know'about'it. He narrows ‘his choices down to these twoi (1) he. , .

<
B b

K could hire high school students to, put fliers on his customers
-,doorknobs, ‘or (2) he could mail fliers to’ his customers with their

- bills next’ month. Write a paragraph saying which choice you-think

Ken should pick, and why.

f\ - . ”

-
-

5. Design a pripted ad for your guard service. Include a headline, i

illustration, copy, ,layout, 4nd identification. Use your imaginationﬁ

70




Discussion Questions . . !

. ~
’ v, P
~ ! . - (\.

YN

Y

—a

— TS, s . . .
1.' Do you think Stacey‘s ad will attract\customers? Why, or’why not? »

<“2;A What oth\r ways of advertising do you think Stacey-will decide to

use, and why? % ,
v - e : ) 4 )

3. Preténd—you are running your guard service now. Think abbdut all the

ways: of advettising.. Which ways do_yoh'think would take the most .
time for you 'to do’ Why? “Which ways would takée the most money? .
« _ Which ways would reach the most customers? Why? ﬂﬁdch ways would .

you decide to use, and why?

- Group Activity ,” ¢ ‘ ' . >3 ' ‘ -

» +
ax

.l o Bripg to class as mapy diﬂggjgﬁffgzazd service printed ads as you can

—~find. Divide into small groups 8o that each group has at least one ad. 3%

E Each group Wwill decide if its ad has these five parts:
illustratior. copy, dayout, and identification.

PO

Can your, group think of ways to improva its ad?

headline,' - .
-1f parts are missing, '
what are they?

-~

., ) . i 1 J

v prpp

When ali. groups have finished take turns showing your ads to each

other. Each group Will point out its ad's pa:ts- The group wiil taik;

The other groups can make sugges=

fabout-any ways'to improve the ad.

« tions, tdo.

-

When ail groups have reported decide which ads you think are the

best, and why~

)
-

. “
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. Keeping Financial Records > ! .
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.
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To help you 1earn how to keep finam:ial records for . , [~
« °  your guard service. H . ) . \

¢ . . o
o - \
' toe : ¢ . \3
, Objective’l: Fill out a customer billing form ., '
. " £or services you do for a customer. , b v .
3, * . - ’. k]
Ve Objective 2: Fill out a daily cash sheet for . .
' ' money you receive and pay. out in one day. "
- N X » ‘e Y
- '. * *
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A
STACEY WORKS ON FINANCES

> "
o

L . - - - k3

‘Stacey keeps,track of the finances for*her guard ser-
vice. yaybersomeday she will hire a. bookkeeper. -But for
now she keeps all the financial records herself.

Stacqy spends some time every day working on finances.
She records customer orders and payments.: She pays bills
_ that are due. Once a week, she pays her staff. Once a
. month, ‘she'mails bills to her custoﬁefs.

On April 30, Stacey thinks out loud as she works on her
finances. - . i.

Let s see, today 1 received payments from thege

customers. - ,
Client 12 $ 50.00 .
KD - Client 57 - $ 55.00 .
, ° Client 43- ..~ "$ 75.00 7
N -~ - Client. 6 -~-" - 7 $.50.00 )
Client 79 - $100.00
That's a total of $330$Qb.
I paid the following bills: .
- Rent $600.00

i Quality Print Co.:- $200.00 -. .
. (fliers) . ‘

1 also got next week's babysitter check-in work orders
from Client 2:

-

Dates . Times # of Check-Ins
: 1 May 7:00-9:00 p.m. 1
4 May ~ 7:00 p.m.-midnight - - 3
J 5 May 8:00-11:00 pems 2

It! s a good thing I set up records to keep track of all
1 these things'" .

-

4
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Keeping Financial Records .

[y
- = -
B M H !
. b

When you fun your guard service, you will need to Eeep,traek of yonf
finances. This includes income and expeuses. Financial records will
help you know how yeur service is doing. They will help you pake busi-

ness decisious. They will help you. £111 out income tax forms and other
i

N

government reports. . . ’ '1 g

Accountants can give you advice about your f£inancial recordn. You
nay v'lant‘t_o hire a boolc.keeper,,to do some of the records. What records
will you need for yout\gunrd'éerﬁice? ) oquill need a way to bill cus-
_tomers for yout services.‘ You will- also need. to keep track of money you

receive and money you pay out. Read on to learn about forms that can

. help you keep track of your "finances. . .-

~

Customer Biliigg Form

You will decide how often to bill your customers. Stacey mails bills

“to her customers once a monehﬂ This is the customer billing form she

uses:

" . PN '
NEIGHBORHOOD PATR
CUSTOMER .BILLING FO

Payment Due Date: __5/15 ) )

Amount Payment
Date Dates of Service Charged Received Balance

A N v

4/};:./""4’/’1 ~ 4/15 $25.00 - $25.00 -
4/30,  4/16 - 4/30-. __$30.00 - - $55.00

76 70

" Customer: 63 , ' .

T s - e




< "You can see on the fcrm that on April 15 Stacey charged customer 63

$25.00 for services during April 1 = 15. On Apr11£30 ‘she charged $30.00
for services during April 16 - 30. No payments have been tnceived yet,

so customer 63 now owes a balance of $55.00.

- L

-

Stacey attaches the following form to show customer 63 exactly what

services were provided. ’ : : T
T -
A S
. S SERVICES PROVIBED.-
- ) Co. Amount
Date " . Services . _ Charged
4/1 ' - 4/15- Car patrol ) * $25.00
4/16 - 4/30 Car patrol _ - $25.00
ok 4/18 . Babysitter check-in, 3 times $ 3.00 ’
' - 4/20 Babysitter check-in, 2 times $ 2.00 '

You can see that car éﬁtrol was the service provided during April
1 - 15. During April 16 — 30, the services provided were car patrol and
babysitter check-in. Customer 63 can see the dates'énd amount charged
for each service.
:
These forms can give you ideas for what Jyou will decide to use in
your own guard service. The exact forms you decide to use will depend on

what your service is like.

° .

Déily Cash Sheet

Stacey uses the following daily cash sheet to keep track of money she
recengs and pays out each day. Your daily cash sheet will depend on

what you decide will work best for your service.




DAILY

CASH SHEET

7

April® 20
Cash Receipts "’ Cash Baymentg‘v .
Customer Payments $ 200.00 Salaries .
' § - Building Expenses
Equipment & Furniture ~
_ Supplies $ 10.00
Adveffising ;"50.00 &)
Other .
. . i ——
TOTAL CASH REGEIPTS  $ 200.00 TOTAL CASH PAYMENTS $ 60.00

for a total of $60 paid .out.

this in the next unit.

Summd!z

",

X - o e

?
X

’

You can see that on April 20 Stacey received $200 in c&sE?mer pay-

ments. She also spent $10 on office supplies and $50 for-a newspaper ad,

Stacey summarizes her daily cash sheets at the end of each month. AE
the end of the year she summarizes the modthly reports. This givgs"her'a

yearlyrreport on her overall g}ofit and loss. You will“learn more about

You have seen'a samplé customer billing form- and a daily cash sheet.

Forms like these can help you keep the finangial'records you need for

your guard service. The exact forms you decide to use ﬁgll depend on

what your service is like.

-

fl




Individual Activities

"Fill out Stacey's DAILY CASH SHEET for)\ April 30.

oo . e

‘Use information in the case study to do items\l and 2.

RS

.
LI
-

. DAILY CASH SHEET

s

Cash Receipts Cash Payments

[

.
3

sCustomer Payments Sala;iess

. Building o
' Expenses
. . Equipment & .
e Furniture
" -Supplies

Advertising

Other

TOTAL CASH ,
RECEIPTS

TOTAL CASH
PAYMENTS

~
<
———
’
4
-

‘el S SR
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check-in requests for May 1 - 5,

S

) »

N . SERVICES PROVIDED

o »

Date - Services

)4
Amount - -
Charged

. -
A 2 7

-~

Fill out the SERVICES PROVIDED form for Client 2'8 babysifter

Stacey charges_$1 per check-in.

On April 15, Stacey charged customer’94 $30.00 for services during

April’l - 15.

Payment is due May 15..

. . . NEIGHBORHOOD PATROL

CUSTOMER BILLING-FORM

Payment Due Date:

T s
Amount

_pate ‘ ﬁates of Service Charged

]

Payment
".Received

Balance
’ -

80

TR A ik Tk s N e Bt e

“She hasn t yet received payment. i
: Fill out the following CUSTOMER BILLING FORM for customer 94.

On April 30, she charged the same customer $45.00 for
" services diring April 16 - 30.

ay

-4




¢ R C. .
4 On April 15, Stacey charged customer 65 $40 00 for ervices during
' Aoril 1l -~ 15. Last: month, the customer paid an advance of $25.00,
" 80, that covérs part of theiApfil 15hcharge. On April 30, Stacey
cbarged the customer $25.00 for services during April 16 - 30. She
"hasn't received any payment for that. Fill out the following
" CUSTOMER BILLING FORM for customer 65. Payment is due May 15.

.

-

, , " NEIGHBORHOOD PATROL - -
. - CUSTOMER BILLING FORM * :

-

Custcmer: ) N

Payment Due Date:

A

. N _— Amount Payment : N
Date Dates of Service Charged Received Balance

.
©
.

Se Design afcustomer"billiﬁg form or a daily‘cash sheet for your own e

guard service. Fill in some sample information to show how it will

" worke

-

. Discussion Questions t T o : - S oo wmn'.
*, ‘ ) ‘ “ '
- vt . ’ - . )
1. Why do you think Stacey decides .she will keep all the financial
records while her service is getting started? Do you think this is
a good decision? Why, or why- not? ° I
2. Do you think Stece}'s forms will help her do a good job keeping °
track of her finances? Why, or why not? Can you think of ways to
improve her fotms? ° : '

81 . - -




3.

probably keep, and why? .

|
- |
What other kinds of financial records does a guard service owner .

N

{ N .
-Each group sﬁouid decide the type of

P - . :
Group Activity oo . s Lo . )

o

Divide into small zgroups.

guard service it will run. Try to have the groups pick different
H 7 ~

typesl"For example: ~ - ) P ) .
. . . | " \ T e '
" Group 1 - Car patrol for homes | . o :
Group 2 ~ Car Qatrol for homes and businesses - ) '
éfoup é‘- Car and-K-9 patrol for businesses -
Sesuri;y for convenpiohs and other "Lig events”

P
i
o~

. Group 4 -

Lo ; iy . : i
~ EBuch group should decideé "exactly what services it will offer. For .
’txample, Group 1 might decide it will offer babysitter check-in and — '

late-night: escort, plus routine car patrol. Tpen decide how much you ‘ .

will charge £or each service..

i
!
{
!
{

- 5 - ’ . ; i
Now de:§§ﬁ‘g customer billing form and a daily cash sheet for your
: . C |
Fill in some sample information to ﬁhow how to use your forms.

service.
!

— — H
--m-. X ]

When all .groups’ have finished take turns showing your forms to the _
Say why you designed them the way 'you did. Show how to ‘

!
i
i

other groups.

. use them.

@

J

!
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IR | Keeping Your Guard Service Successful
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\L ..
; ’ Goal: To help you learn how to keep a guard service
: - s?ccessful.
i . . Objective 1l:  Figure opt the net profit (before
) . - | taxes), profit ratio, and expense ratio for a

guard service.

Obﬁective 2:3 State one way this business could
increase its profits.

, ' o
f"."-.‘ . jective 3: State one way this business could
» ‘ change its services to increase sales.
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WILL STACEY STAY SUCCESSFUL? .

[ .
Two years have passed. Neighborhood Patrol made enough
money .thie first year to pay, bagk Stacey's bank loan.
Stacey's customers liked her.service sso well they told

their friends about it.™ Stacey gdét more Jiew customers the *

second year than she expected! To ‘serve a11 the new cus-
tomers, Stacey had to hire six more patrol officers. She
also had to increase.her insurance and lease two more cars.
Her rent and other expemnsgs went up, too. \

w Stacey's worri about her finances. It's great
that ske has so many #ew customers. But her expenses have
. She's afraid that .her expenses may

be ‘increas aster than her profits. Stacey decides she

may need to raise her prices. She talks with her customers
to find out how big a price increase they will accept. She
learns that she won't lose customeérs 1f she raises prices.-
slightly.

*

-.In her survey, she also asks for customer comments
about the service- Many customers.comment that they wish
Stacey would add "vacation housewatch” and late-night

‘'escort services. They would be willing to pay extra for
N these-, h

Stacey looks at her financial records for the last two
years. She wants to “see exactly what her profits have
been. -In the first year her income-was $195,000. The
second year her income increased to $245,000. However, her
expenses also increased from $103,000 the first year to
$169,000- Uhe second year.

Stacey decides the service does have a preblem. Cus- «
tomer payments have increased, but expenses have increased
even more. . Her 'profit has decreased. Stacey decides she'd
better make some changes to try to increase her profit.

..
~ <

Sx




f
ﬁeeping Yonr Guard Service Successful

.
x

g Every small - businessperson wants to be successful.

.'your guard service successful? Here are three 1mportant ways:
. make sure you have enough cash;

LI keep your profits up and costs down; and

. o~ make changes in your service when necessary., , -

» . T
"

¢

In the last u you 1earned how to keep track of your finances.

That wil]l help you maLe sure you have endugh cashe '
-In this unit ypu“will.learn-how to:
. keep track of your profits and increase them, and

‘o change your service to increase sales. .

’

v - -

0

Keep Tfack of Profits . ) .

—

LIS v

To Keep track of profits, you must keep records of your income and

- expenses each year.

El

.
- »

- Profit/10ss statement. Stacey summarizes her yearly income and

exnenses on a prpfit/lgss statement like the oue shown on the next page.

-

. ‘1‘ R . ) "

R 79

e

How can you keep ;
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THQ-YEAR PROFIT/LOSS STATEMENT

Year 1 Year 2

c8 g s 0%

Income
Customer Payments - L : : ‘ﬁ. ' .
- a TOTAL "100% 100%

Expenses

Salaries ) , ' ‘ ‘

Building Expenses

4 -
ﬁ . Vehicles (lease)’ -

Supplies , . -

Advertising . .

Other (licenses, insurance,- ) . - '
professional services, etc.) . o

TOTAL S 7 e

Net Profit-(beforé taxes) t

—

14

- - -

To_fiﬁd her net profit, she subtracts gotal expenses froh total
income. You can see that the profit/loss statement shows 100% next té
" total iﬁcéﬁe. The blank spéce‘in the percentage column next to t:ot:a‘1
expenses is for the expenge ratio. The blang spéﬁg in the percentage
" column next to net profit is for the profit ratio. Tpe ratios can help,

i

you compare your expenses and profits from year to year.'

e , .

Pretend these®are the totals fér your gqard ;ervice one year:
Total Income = = $100,000 - ‘
Total Expenbe§ = $ 80,000
Net Profit = s_zd,ooo

=

'\

X
Yir,

-

£
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“This is how you would compute your expense and profit ratios:

i « - Expgnses 80 000 . » ‘ SR
Expense ratio TEEQEE“~ 100 000. . 80%

~

T Profit ratio = o $100,000 - .

s

.

. . You can compare those ratios to the ratios for other years. A year

|

|

|

|

|

|

Net Profit _ - " $ 20,000 . 20% ~ %
' i
|

|

]

when your profit ratio is 30% would be a better year than when it' s~20%.
.J S . ’ ~ : ’
Improving profits. If you think your profits are too low, you will
ks
try to increase them. Three ways to incréase profits are to (1) increase
\ " sales, (2) raise prices, and (3) reduce expenses. _ ’ . ’ (

N

‘ Raising,prices s simple. But you must be sure you won't lose

customers because of it. : . ]

. N - Ag
/ . . N PO vy

Reducing expenses is not always easy. You need to look carefdlly at
all your expenses and decide where you can save. For example, maybe a 'g ‘ \
different company_would give you .a iower lease rate for your cars.

To increase sales, you probably will need to change your service. in i
some way. Read ‘on to learn more. . . v

———

Change Your Business to Increase Sales _ ™
#1f you want to increase sales to raise profits, you can:
e - improve the quality. oﬁﬁyour service, or
e change the services you offer. - . ' .-
You may’decide to do one or both ‘of those things. First you must-
figure out what will help increase sales. Talk to your customers and ' '
staff. Look at an, chapges in your community and'competition. Study new

business trends.

-

88
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' .When Stacey sees her profits are down, ®he talks with her customers.

She finds out she won't lose them if she raises prices slightly. They
ality of her service. But there are additional

.

U = like. So Stacey may decide to change hey guard

, A brofit/lcss statement”keeps track of youg\yearly income, expenses,
e - o« '
and net profit. Compare the statements from year to year to see how your
service is doing. The expense and profit raﬁiog.can help you compare

years. ' '

.
- M . . ; - . v
. -~ . -

To increase profits, you must increase sales, raise prices,.or reduce

»

-, expenses. To increase sales, impgoVe,}oﬁr quality oi éhange yéur

. ~
. E)
services. .
.
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Learning Activities - .
'Z’(‘ P '
= Individual Activities e
Lt h ;, - -
¥. Figute out the net profit;-profit—ratio; and expense ratio for ]
— . . s S .
Y .Stacey's business for each year. ° ) R
®
3 : > L
N ! ] ’ TWO-YEAR PROFIT/LOSS STATEMENT i R .
: » - Year 1 Year 2 .
S IR =SSy o S | FAN B R o
Iﬁcome; ) ’ -
Qustoﬂ;.er ‘Payments _ $195,000 g $245200(5 . '
TOTAL ) 100% .. . 100% :
*  Expenses ' * i
‘[ .. Salariee 72,000 120,000 -
_ Building Expenses.- 7,000 | 10, 000.
_ *  Vehicles (lease) . 12,600 : 20, 000
S Supplies - , 2,000 3,000 °
"ol Advertising © 2,000 3,000 —_
5 -Other (license, insui=| ‘
.. ance, professional
o ‘seryices, etc.): ¢ 8,000 ¢ 13,000 ]
S TOTAL ~ - ' ' -
" Net Profit (before taxes) (
D _ -
;;:f’ ‘ % L3 ’ _ — ’,
",K' . ¢ . . y ', - -
< 2.  Which year was a better one for Etacey? . -
b 3 i s .
@ b ~ . -
i A o ®
\ . N § . - —
i.. R . 83 -
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" Discussion Questions
1. Stacey 5 service made money both years. So why is she worried about

profits? If you were Stacey, ‘would you be worried? . Why, or why not?

Y

2. What do you think Stacey will do to try to increase her profits?
why? Do you think her;profits will increase? Why, or why not?

- —

3. 'iist all the reasons you can think of why sales of a guard service

o

‘might decline.

“Grotb Activity , /

N

Here are new~facts abOut Stacey s service in its third year. Read
. them and plan how Stacey can increase her profits. If you~do this in

small groups, take turns reporting your plans when they're done.

.

-~
1. People-in other neighborhoods have heard about.Stacey’s service.

: They~have asked if she caa patrol their neighborhoods, too. ~

-——-2. Two of the small businesses near Staceyhs office have been robbeld

’ y

lately. . -

. .
s, '

-

3. A new guard service is trying to get customers in Stacey's area.

-

4. There ~eem-to be a lot of home weddiags“and parties in‘Stacey's

area recennly. Many of her customers have expensive paintings,

. -

furniture, and gpther valuables in their homes.

v . ’
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SUMMARY

"

You have seen how Stacey Sakura ‘starts her éuard service. It takes

PSP ACR I

oY

-

da Iot of planning to get off to a good start. Stacey looks at her com-

petition and customers. She decides she has the pérgonal qualities of a

guard service owner. She plans how to make her service .stand out” from

its competition. She finds out about legal requirements for running it.

She picks a 1ocation, and applies for a loan to get started. -

. } .
key part of making her service a success. She also sets her prices and

plans how to advertise.
Stacey knows it is importaat. to keep financial records. She uses
forms to help keep.the f£inancial records she needs. She reviews her

financial records carefully. That wa& she can see if her servic

staying successful. She knows how to compare‘her finances from ear to

year., Shéﬁalso knows ways to increase .her profits if she needs/to.

-

To own a.id operate a successful guard service, you need ‘several

things. You need training police_ science, work expexience, and the

special business management 3kills we have covered in this module. If
you have not had a course in police science, you should take one before
deciding to dwn a guard service. You can learn busines managemegt
skills through business classes or experience. A er way -to learn
these skills is by using the advice and example of an ex ert.

You may not make a lot of money by owning a guard service. However,
you would have the personal satisfaction of being responsible for your

business and making your own decisions. Ihink about how -important these

- things are to you in considering whether yqu should start your own guard

'service. L .

‘Stacey -hires-the best -people-she cans —She ‘kiows her s’i;taff”ﬁ‘fllmﬁe"‘a‘w

i
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- —1s—What is one thing a guard service does

for customeérs?
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% i 2. Which person would be better at.running a guard -
, L . service? . . .o T . .
: o ,' ___a« Alex has a lot of energy and thinks the cri-in;e
e _rate is too high. - '
. . s, .
g; S ___ be Joe. yan.t_:\s to run a business somed'iy, but he's
PR . . - not sure what kind.
: . .
3. What are two ways }:o make a new guard service "stand
) out” from its competitdon? o
ae Q K ' . ) . . o
o v b o : .
. : ¢ " ) '
" 4, What are two special legal requirements for running a
gu&;rd service? ‘ .
a. : : - N
N - i b. . -
“ : 5. List three questions o -as’gurself 'wh'en youfre
o picking a loca‘ti'orl for your service. _ e,
:. . ’ ae A
o " e o ‘ | .
s
T | |
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Which location would be best for a guard segvice?
Fa;n'area with a few big fatps far apart

-

'be  Run—down part_of town -

5
55

,’7‘

. Co-. Business area with many homes nearby

List three things to include 1% a business descripti0ﬂ~»

8.

33 - PR
s MR
. RPN

9. .

)

o
A

o in your service.
. the. bank?

when you apply for a loan. ’ - .
:
b - ik L - ’

Ce

Ifm - ’
h A

Pretend your total starting expenses a%e $11,000, You
nave $4,000 of your own, and a friend will. fnvest '$3,000 -

How much do you need to borrow from

>

Put & P next to the employee(s) you would assign to
patrol the—néighborhood'.
ee(s)lyou would assign to operate your. communications

Put a C next to the employ-

equipnent.-

Qe

—

Jack has a third-class FCC radio operator 8
license. ‘

~ be Anne studied police science in high school. and

.-Junior college- .
c.~‘Sandy worked a3 a patrol officervfor another

.guard service for two- years.

‘Check the best person to hire as a patrol officer for

N

your service.: )
‘ChriS'wants‘toxbe a patrol officer but doesn't -

‘Ao
want to take the state courses in powers of
‘ arrest’ ﬂnd firearms‘ ' .
_;_.b."Steve says .he wants an “exciting” job.
___c. Leslie is on the police department'a{ﬁéiting

list of pe‘ple qualified to be police officers-

”

-

-
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What is one kind of on-the-job training you might give

«the employees of your guard service? L

12,

-

The burglar alarm hooked up to client #36's house goes

R S
e

Pty
R

I3
"
&
&S

S~ wT o w T
- [

-

uff&—AHhich—fbrmuwfl&~you—use—be—keep«traek—aﬁ—whau—
happens next? ;

as Bapyaitrer‘Check-In Work Order

~ p. Emergency Wprk‘Ordet 2
Cs Headquarters Loguupk b

— @

3

{i"liht&p ‘person's work is hardest’ to schedule? o
__ as Guard service owner . '

14.

"15.

els'.

“prices.

,service printed a&****

___be Patrol officer

c. Communications operator

-

List two things to think about when you set your

ae - I S
b. ) ) o

You don't have much money for adverrising your guard

service. Which way of advertising will you pfck?

-~

-

a. Newspaper ads ‘ r . -

be Televisiou'ads‘ ) -

___c.+ Radio ads ' .

Pick the best "attentionﬂge;ter" headline for a guard

<

- a. PROFESSIONAL FRIVATE SECURITY! A
___ b, PROTECT YOUR LOVED ONZS!- -
___c. WE OFFER MANY SERVICES!




\1._

]

Wthh two ld.nds of information would probably be on a
customer billing form?o

[,

Payment received from the customer

Monthly rent for your office

“8e
b.

.c.

~

Balance the customer owes

$.0P0219811791-796/301

"Which of these would be in the “Cash Réceipte" part of
~ your daily cash sheet? -. '

4

. av Advertising costs
b.

C.e

Customer payments

Insurance costs

S -

19. Wendy Chang runs-a guard service.

Her end-of-the~year .

'-records show total income of $1.00, 000 “and total
expenses of $70,000. Compute the ‘following:

-$ .

" .a.__Net profit
b. Profit Ratio
c. Expense Ratio =

.

Wendy's profits decrease the next year. List two

thiags she can do to increace profits.
s

P

as
b.

-21. What is

another way she could try to increase'sales?

Werdy doesn't want to raise her. prices.

-

%
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Vocational Viscipline

Resource Guide of Existing Entrepreneurship Materials

Module Number and Title

Relaced Resou’.ces

’ General Mo@ule 1 ~ Getting Down to Business: What's [t All About?
: Agriculture‘ Module 2 - Farm Equipment Repair .
\ ¢ Module 3 = Tree Service
____;__________; ) Module 4 =~ Garden Cente;
- Module 5 - Fertilizer and Pesticide Service
Module 6 - Dairy Farming .
. Market ing and Module 7 ~ Apparel Store -
Distributioq o Module 8 - Specialty Food Store
Module 9 ;- Travel Agency
¥ ! Module 10 - Bicycle Store
_ ' , Module Il ~ Flower and Plant Store . .
. ’ Module 12 - Business and Pe;sqpal Service
- Module 13 - Innkeeping
Health Hodule 14 - Nursing Service
¢ Module 15 - Wheelchgig Transportation Service '
Module, 16 - Health Spa
e, Business and Module 17 - Answering Service
Ofice Module 18 ~ Secretarial Service ’
) - Module 19 - Bookkeeping Service
. ‘ Module 20 -~ Software Design Company
. - Module 21 - Word Processing Service >
’ Qccupational Hcd&le 22 ~ Restaurant Buciness
. Home Economics Module 23 - Déy Carz Center - ¢
< gHodule‘Z& - Housecleaning Service
Module 25 - Sewing Service
Module 26 ;'Hgye Attendant Service i
- Technical ** Module 27 - Guard Service
. Module 28 -~ Pest Control Service
Module 29 - Energy Specialist Service .
Trades and Module 30 - Hair Styling Shop
-lndustry Medule 31 - Auto Repair Shop
Module 32 ~ Heldins Business »
- Module 33 - Construction Electrician Business
Module 34 - Carpentry Business *
Module 35 - Plumbing Business ~— . -
Module 36 - Alr‘Condicigﬁing and Heating Service

Handbook on Utilization of the Eatcepreneurship Training Components
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